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How to win friends and influence co-workers? Easy! You introduce your purchasing person to the best stapling equipment 
for everyone in your office: SWINGLINE! They'll be pleased... you'll be happy... everything will be copacetic. Here are just 7 
(and there are many more!) of the fine SWINGLINE products seen on more desks across the country than any other brand: 
| The completely automatic electric: revolutionary feather-touch stapling at your finger-tips! Specifically engineered to 
provide every office with greater stapling efficiency than ever before. Automatically responds to your softest finger-tip 
touch—no fist clenching, banging, jamming! Saves time, motion—guarantees instant, foolproof stapling every time! 
The No. 4: a master desk stapler that loads quicker, works slicker because of SWINGLINE’s exclusive open channel 
for easy loading! It tacks, it pins, it staples—with stroke control for jam-proof performance! All moving parts hardened 

for lifetime wear...rubber feet protect desk-tops! Loads 210 staples. 
The No. 3: a shorter desk model with all the features of the No. 4, but with a strip of 105 staples. Overall length? 6 inches! 





The No. 27: a rugged stapler, designed for extreme operating ease! Added feature? It can be imprinted with your 
company name or insignia. As with all these staplers, it is available in your choice of lovely Jeweltone colors. 

The No. 77S: a flip here...a click there...and this versatile stapler staples, pins, tacks and fastens! Anything else? 
Yes!—its own convenient storage compartment carries an extra supply of 500 staples! 

The No. 99: designed specifically for the one-girl office, yet this small-scale SWINGLINE stapler holds 105 staples! 
Maximum efficiency —in a minimum of space! 

35-2D Staples: SWINGLINE’s finest quality, flat-wire standard size staples packaged in an exclusive two-drawer 
container: each drawer slides out easily, protects individual staple strips from breakage. Dependable...rust-resistant... 
thoroughly tested staples that guarantee best possible performance! 


~ 


‘fer? Have your purchasing person call STillwell 4-8555 for a FREE 10-DAY TRIAL of any SWINGLINE stapler 





that answers your individual needs—at no obligation. Our aim? To win your friendship. (And, if we can influence his future 
stapling purchases...well...that’ll make us happy, too!) 
CILEe.. it LONG ISLAND CITY 1, N.Y. 





Automatic Electric Exclusive 2-Drawer Staple Package 


In Canada: Saxon Office Equipment, Ltd., 156 Evans Avenue, Toronto 14, Canada * Worid's Largest Manufacturer of Stapies for Home and Office 

















Verifax Bantam Copier turns out 5 dry easy-to-read copies in 1 minute for 24%¢ each. 


Here’s the copier that doesnt balk at any job! 


No Kodak Verifax Copier — including the $9950 Bantam model—hollers ‘‘Uncle’’ when you want 
to make copies of ball-point writing, rubber-stamping, or any duplicator copy. It’s even ready 
to oblige when you'd like to make copies on both sides of a sheet of paper, on printed office 
forms, on card stock, or on whiteprint machine ‘‘masters.”’ [v 


; , ; ERIFAX BANTAM COPIER 
Tell your boss to get in touch with his local Verifax dealer today Model A 


and ask for free office demonstration. (See Yellow Pages under ™ 3 50 
duplicating or photocopying machines.) For free booklet on all ¥ 99 
Verifax Copier models, write Eastman Kodak Company, Business — 


nee other models 
Photo Methods Division, Rochester 4, N. Y. | to $425 


Prices quoted are manufacturer's suggested prices and subject to change without notice 


Verifax Copying DOES MORE... COSTS LESS... MISSES NOTHING 
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ROY TYPE 
RIBBONS 


OVER 
(| 1000 VARIETIES } 








Only Roytype has the famous Park Avenue 
Silk, the typewriter ribbon that grows 


old without growing gray. Plus over 1000 other 
different kinds of ribbons for every typewriter and tabulator. 

The fact is, the Roytype Park Avenue Silk is the best ribbon 
you can buy today. Here’s why: it has far more strength than 
cotton ribbons, far more ink-holding ability than the nylon ones. 
Costs more, too—but you end up saving because it lasts. 

And it’s just one of the over-a-thousand different quality 
ribbons we can offer. We’ve got them to fit every typewriter 
and tabulator made—and any budget, too. Even one that 
you can insert without a single smudge on your hands. . . the 
exclusive Royal Twin-Pak. 

Which ones are best for you? Your Roytype representative can 
help you choose exactly the right one—and the right anything 
else, too. He’s got a full stock of office supplies and a whole lot 
of knowledge. Call him. He’ll be there next to immediately. 


A complete line of business supplies...expert help ROYT F R 
...and the fastest service, too. 








RQYAL Royal McBee Corporation, Port Chester, N. Y. 


Gentlemen: Please have our Mr. Roytype help us select the proper 
ribbon for our needs. . . and bring a free sample of new Creamee 
Hand Cleaner. 


NAME: 





COMPANY: 





ADDRESS:__ 
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NEW HORIZONS WORLD GUIDE. I’an Ame: 
ican World Airways. P. O. Box 1790, New 
York 17, N.Y. 576 pp. $2. (travel facts) 


Europe. the Middle East. the Caribbean 
South America, Asia and Africa—the at 
tractions of ninety-two countries are 
herein set before vou, [ dour S2 int ludes 
membership in Pan Am’s New Horizons 
Club. Advantages’ Shopping discounts, 
up-to date travel bulletins and the 
chance to meet traveling compantons tf 
you “dont want to go alone”) Book 
lists nations alphabetically: ditto facts 
about each. for example, “Accommoda 
tions.” “Banks.” “Climate etc. Every 
one’s going to Europe these days oo 
why don't you? 


COTILLION. Georgette Heyer. William Hein 
mann & Sons, Ltd. about $3.95. (historical 
romance}. 


An eccentric Irish Earl. a miser. a Re 
gency dandy, and an appealing heiress 
are just a few of the colorful chara 
ters who pursue their determined way 
through life in nineteenth-century Lon 
don—into complications and more com 
plications. By the time Miss Heyer 
finally rescues her erring troop, the 
reader will have spent some hilarious 
minutes. If you like Jane Austen, yow ll 


like this. 


MONEY MANAGEMENT, YOUR FOOD DOL- 
LAR. Money Management Institute of Hous 
hold Finance Corp., Prudential Plaza, 
Chicago 1, Ill. 40 pp. 15 cents. 


There's food for thought in these 
thoughts on food. Among them: budget- 
ing: planning menus in advance; organ 
izing your shopping list: knowing how, 
when, and where to shop: proper stor 
age of food: learning how to judge dif 
ferent types and kinds of food in order 
to ple k the best for you. And the best 
would seem to be right here in this 


booklet. 


THE DEVIL’S ADVOCATE. Morris L. West. 
William Morrow & Co. $3.95. 


An interesting exposition of human r¢ 
lationships. During World War Il a 
wounded stranger, Nerone, comes to the 
Italian village of Gemello Minore. 
Months later he is dead, executed by 
the very people who now declare him a 
saint. Involved in his death are an 
emigré doctor, an English painter, and 
a beautiful but enigmatic Contessa. 
From Rome comes Msgr. Blaise Mere 
dith. the Devil’s Advocate. sent to un 
ravel this tangle of human lives: to 
learn the truth of Verone’s life and 
his own, 
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Absenteeism, a chronic discipline problem in many com- 
panies, is no longer a headache at the American In- 
stitute of Certified Public Accountants in New York. 
This office grants a paid day off to every employee 
who works three consecutive months without an ab- 
sence. USing the “carrot instead of the stick," 
says Personnel Manager Elizabeth Brooks, serves two 
purposes. It encourages chronic absentees to improve 
their attendance records and rewards the conscien- 
tious employee who "might otherwise feel like a fool 
for reporting regularly" while others get paid de- 
Spite absences. This from Industrial Relations News. 





Now’s the Time to Travel— KLM Royal Dutch Airlines and 
some Shipping companies operating on the North At- 
lantic are granting a reduction on combined air-sea 
trips. Passengers who make the eastbound part of 
their trip by air, for example, and come home via 
one of the shipping companies with which KLM has an 
agreement can save 10 per cent of the total fare. 
Conditions: the eastbound voyage must take place 
before April 14 and the westbound by June 2l. 


New Club: Several executives with international 
interests have formed the Marco Polo Club "for those 
who seek to perpetuate friendship and alliances with 
men of world-wide interests." Lowell Thomas is 
president and Herbert Hoover honorary governor. The 
club, which opened in May at the Waldorf Astoria, has 
three membership classifications: resident, nonresi- 
dent and foreign, as reported by Business Week. 





Christmas Business Gifts—Good or Bad? In the past 

few years, the business world has done a lot of soul 
searching on its behavior at the Christmas season. 
This deep concern is understandable--the adoption of 
gift-giving by businesses and corporations has been 
Subjected to a large number of sharp criticisms 
through adverse publicity. For successful business 
gifts, the Business Goodwill Advisory Council offers 
some rules: (1) Keep your gifts of modest value but 
in relation to the importance of the recipients. 

(2) Choose your gifts individually, according to 
tastes. (3) Choose only high quality gifts that are 
useful, durable and dependable. (4) Personalize 
each gift, if possible, with name or initials and 
accompany with a personal note or greeting card. 


ZIPPER OPENINGS FOR TIN CANS? Well, not quite, but 
Alcoa now offers a can top that can be opened merely 
by pulling a tab....There are three people who make 
a man earn more money: his wife and Mr. and Mrs. 
Jones. (Catholic Digest) 





December. 1960 








It's smart to 
depend on an 
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desk calendar 
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they are 
smart looking too 


..-America’s foremost 
desk calendar 





EVER READY 


CALENDAR 
MANUFACTURING CO. 


150 BAY STREET 
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ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty $139 





Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., Dept. TS12 


2607 North 25th Ave. @ Franklin Park, Ill. 











NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
15 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today's Secretary, we have secured a 
supply of reprints. Each list of terms has 
been printed on an 8'2 x 11 sheet of 
quality stock. Prices are as follows: 

Single copies—25 cents each 

10 to 50 copies—20 cents each 

Over 50 copies—15 cents each 

( omplete set of 15—$2.50 


Cash or check for full amount must ac- 
company order. 

Reprint Department 

Today’s Secretary 

330 West 42 Street, New York 36, New York 
Please send me .................... copies of each of the 
reprints | have checked below, for which | 
enclose payment of $ 


Atomic Energy  ....Chemical ....Electronic 
Banking ....Electrical .... Construction 
Import-Export .... Legal .... Aviation 
Radio & TV Oil .... Contract 
Agricultural .... Medical .... Insurance 


....Complete set of 15 


Nome 


Address 


City 


State 


Save 
Other 


Secretaries 


... from the tedium of office tasks. After all, ¢ i g achi s, 

f the ted f off tasks. Aft ll, anything a machine does 
the secretary doesn't have to do. The following are the suggestions 
of panel members who realize the work they save may be their own, 





This may be a daring idea, but why doesn’t someone come up with a vibrating 
chair for the person who sits during most of the working day? It could be turned 
on and off by hand—an easy method of preventing or eliminating “secretary 
spread.” I'll bet the men would like it for themselves, too! 

Miss Susan Blakeslee, Ashtabula, Ohio 


I wish that instead of returning the carriage a line at a time the return button 
on electric typewriters could be set to return the carriage four, five, six or any 
number of lines at a time. Then the typist wouldn't have to watch or count to 
make sure of her place on the page. 

Mrs. Mary Waskevich, Midland, Michigan 


Why not a rubber stamp similar to a dating stamp with approximately twelve 
bands. each containing letters of the alphabet for making up words such as 
Personal, Acting, bec, Confidential, Copy, Tentative, Draft, Final and Paid? 

Miss Bennie Hart, Stillwater, Oklahoma 


A product not available from manufacturers that I'd consider time-saving 
would be a transparent paper bail on the typewriter. This item would eliminate 
lifting the bail or rolling the material up or down to see what's been typed a 
few lines back. It would be especially handy when composing at the typewriter. 


Mrs. Arva Herman. Omaha, Nebraska 


Could we have retractable cords on electric typewriters and so do away with 
the hazards of dangling cords? 
Mrs. Merle D. Bowden. Knoxville, Tennessee 


A cellophane “window” in a man-size blotter would reduce the number of 
ruined stencils caused by careless signing. With this aid the stencil would not be 
torn at the signature point, and the surrounding area would also be protected 
from damage. 

Mrs. Kay Martin Woodall. Galveston. Texas 


To manufacturers of shorthand notebooks: could you make an extra-wide note- 
book with a narrow column ruled at the right side for ease in making changes 
during dictation? 

Mrs. Jane K. Conrad. Dover, Delaware 


It would be wonderful if there were a device that would shut off electric type- 
writers automatically after a certain period of time. Then there’d be no danger 
of leaving them on over the weekend. 

Miss Joyce Strohschein, Freehold, New Jersey 

















There must be some products you could use that are not yet available 
from manufacturers. Jot down your suggestions and send them to: Panel 
Editor, TODAY'S SECRETARY, 330 W. 42 St., New York 36, N. Y. We'll 
pay $5 for every suggestion used in the magazine. (In case of duplicates, 
the earliest entry will be honored.) 








6 





TODAY’S SECRETARY 





ce 


san 
top 


nor 
de: 


my 
ili 
hig 
cor 
thi 
thr 


thi 
the 
mr 
be 


an 


aw 
me 

the 
=O! 


sO! 








“Dear Santa” 


room 115 
floydada high school 
december 11, 1959 


santas workshop 
top o the world 


north pole 2. north pole 


dear santa 


my name is grenelda. i am a mouse, and 
i live in the typing room at floydada 

high school. whenever it gets dark, i 
come out and type. i know all the right 
things to do because i listen very good 
three times a day to typing | and once 

to typing 11. i have been a good mouse 
this year, of course, so i want you to do 
these things for me—please bring 

mr. eudy two new typing bookstands 
because somebody always wants one 
and boy do they holler about it. i guess 
gene franklin just likes to take them 
away. please, santa, for all the other 
mouses in fhs, take away all the poison 
thats been put out for us. i know 
somebody wanted to be kind. but 
sometimes i wonder who to. also dont 
let any more of my buddies get cooked 
in homemaking class. even margaret 


nash wont eat cooked mice. 


as for me, i guess i wont take too much. 
just any extra cheese you might happen 
to have around. also you might slip 
some into david hulls pocket—then 
when hes not looking i could just run 

ut and get it. 1 better be careful, 
though. cause if may belle johnson steps 
on me. i might wish id starved to death. 
i guess thats all for me, santa. just 
dont forget any of the good ole kids in 
typing first period class—now i said the 
good ones. there are a few who are not 


always good, but i better not tell who. 


yours sine erely. 


ore nelda mouse 


p.s. dont you think my typing is good, 
considering—after all, i cant sit 
on both the shift key and type a 


letter, too. but at least i try. 


Editor’s Note: grenelda mouse 
wrote to Santa from Floydada High 


School, Floydada, Texas. 
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THE NEW au METAL FILE INDEX TAB 
use it OVER E& OVER acain 


e@ Celluloid insert protectors! ——— 


e Self-punching . . . 
self-locking! 
e Angled for easiest reading! 


I 
ASK YOUR SUPPLIER 


e Stays put where you 
want it! 


e 8 colors for easy color 


or write 
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STATIONERY DIVISION 
STIRRUP METAL PRODUCTS CORP. 
215 EMMET STREET 





NEWARK 5, N. J. 














Statement of the Ownership, 
Management, and Circulation 


REQUIRED BY THE ACT OF CONGRESS OF 
AUGUST 24, 1912, AS AMENDED BY THE ACTS 
OF MARCH 3&3, 19 AND JULY 2, T 


United States Code, Section 233 


1946. (Title 


OF TODAY'S SECRETARY, published monthly ex 
cept July and August, at Dayton, Ohio, for October 
addresses of the publisher, editor, 

are: Published by: McGraw-Hill 

30 West 42nd St.. New Yo ( 


h 


ry Jollon, 330 West 42nd St... New 
Managing Editor None; Busines 
i 30 West 42nd St New 


r Edwards 





The 


2 4 wner is 

McGraw-Hill Book 
New York 36, N 
l’ublishing Compa 
York 36, N. Y¥ Sto 
stock are: Donald ¢ 
Trustees under Ind 
McGraw, 1/14 





alt ‘fi ‘ 25 amended 
¥, individually; Estate of Mildred W 
McGraw, Donald ¢ McGraw and Catharine McGraw 
; (all of 330 West 42nd St.. New York 
36, N. Y.); Grace W. Mehren, 536 Arenas St., La 
Jolla, Calif.; Affiliated Fund, Inc 63 Wall St., New 
N ; Genoy & Co., P.O. Box 491, Church St 
Station, New York, N. Y.; Touchstone & Co., c l 
ington Fund, Inc., Claymont, Delaware 
The known bondholder r 
security holders owning or 
total amount 


- 
¥ 

Az 
y 





f bonds, mortgages, or other secu 


are: None 
4. Paragraphs 2 and include, in cases where the 
stockholder or security holder appears upon the book 


of the company as trustee or in any other fiduciary 
relation, the name of the person or corporation tor whot 
such trustee is acting; also the statements in the 
paragraphs show affiant’s full knowledge and belief 





is to the circumstances and conditions under which 
stockholders and security holders who do not appear 
upon the books of the company as trustees, hold stock 
and securities in a capacity other than that of a bona 


fide owner 

>. The average number of copies of each issue of this 
publication yd or distributed, through the mails or 
otherwise, to paid subscribers during the 12 months pre 
ceding the date shown above was: 145,403 


McGRAW-HILL BOOK COMPANY, IN‘ 


John J. Cooke, Secretary 
Sworn to and subscribed before me this 15th day of 
September, 1960. (Seal.) Janet A. Hartwick 
(My Commission expires March 20, 1961.) 








STARLIGHT 
CASE and FRAME 


with every order 


\tiendship 


Photos 


From Your Own Favorite 
Photo, Snapshot or Negative 


251 
or GO ror *2 


plus 25¢ shipping 


Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot 
Prints are wallet size 24" x 3%". Satisfaction guar- 
anteed. Order today 


EXTRA BONUS — FREE WITH EACH $2 ORDER 


4” x 6” Princess Portrait enlargement 





FRIENDSHIP PHOTOS, Dept. P-12, Quincy 69, Mass 
Please send me 
25 “Shadowbox" Friendship Photos, from one 
pose $1.25 enclosed. Also send Free Starlight 
Case and Frame 
60 “Shadowbox” Friendship Photos, from one 
pose ... $2.25. Also send Free additional Princess 
Portrait Enlargement and Frame 
1 enclose photo, snapshot or negative which you will 
return unharmed. My money back, airmail, if I'm not 
completely satisfied 
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WHERE DO YOUR SPIRIT 


Columbia 
Cleanliness 
Index 


The Cleanliness Index dramatically demon- 
strates the wide gap in the cleanliness of 
spirit masters—ranging from the grime and 
aggravation of ordinary uncoated purple 
masters to the immaculate performance of 
Columbia's supercoated, super clean Mara- 
thon Blue Ready-Masters. 


It could be quite a revelation to find out 
just how clean your spirit masters really are 

. Not only in the preparation, but in the 
handling and duplicating as well. It could 
also result in quite a saving in time and 
money, to say nothing of the improvement 
of the quality of your duplicating. 


Columbia salesmen are anxious to demon- 
strate these differences at no cost or obli- 
gation to you. They'll also be happy to ad- 
vise the correct master for a job that’s par- 
ticularly troublesome to you. Write for a 
free demonstration of the Cleanliness Index. 
Ready-Master Division, Columbia Ribbon & 
Carbon Mfg. Co., Inc., 10412 Herb Hill Road, 
Glen Cove, N. Y. 


Columbia Research and Develop- 
ment, backed by more than a half 
century of pioneering leadership, 
constantly seeks out the ultimate 
in spirit master cleanliness. The 
Marathon Blue Ready-Master is the latest in a long 


line of key developments in the cause of cleanliness. 


«is 


MARATHON BLUE 





MASTERS RANK IN THE 





READY-MASTERS 


® 





Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N.Y. 


Columbia Ribbon & Carbon Pacific Inc., Duarte, Calif. 








Q. Should who or whom be used in the 


sentence below 7 


“They have asked us to send in names of 


those (who. whom) we wish to attend 


{. This is a difficult problem for many 
secretaries. When the words occur in a 
relative clause, the form can be selected 
hy following these steps: 

1. Isolate the relative clause—in your 
sentence, “(who. whom) we wish to at- 
tend.” 

2. Rearrange the relative clause in es- 
sential-element order: that is. subject, 
verb, complement, or object: “we wish 
(who, whom) to attend.” This shows that 
the pronoun must be in the objective 
case. whom, since the subject of an in- 
finitive (to attend) is in the objective 
Case, 

3. If vou are still unsure. substitute a 
personal pronoun for the word you seek. 
Since vou would use them (“we wish 


them to attend”) and since them is the 


objective form, this proves that whom is 
the correct word. 

The best reference book to consult for 
these grammatical puzzlers is a reliable 
grammar: for example. Business English 
and Letter Writing, by Hagar, Stewart. 
and Hutchinson. 

Many points of grammar are covered 
also in Reference Manual for Stenog- 
raphers and Typists. Second Edition, by 
Gavin and Hutchinson, 





Q. All Government correspondence must 
now be written in block-style paragraphing. 
Since we have no specific instructions as 
yet. should a double spaced letter be triple- 
spaced between paragraphs? 


A. In the full-blocked form of letter. 
all lines begin even with the left margin. 
Therefore, the letters are typed single 
space, no matter how brief, with a dou- 
ble space between paragraphs. Naturally. 
if Government style dictates another ar- 
rangement. that should be followed: but 
the style described is the usual one. 
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QO. Is the word “therefore” ever spelled 
x 
vithout the final e? 


{. There are two words pronounced 
“therefore.” The one without the e end- 
ing means “for that thing’: with the e. 
the word means “consequently.” For ex- 
ample: 

We received the shipment and have 
paid therefor. 

The train was delayed: therefore, | 
was late for my appointment. 





. If Miss Delores Gail Conner marries 
{rthur Irving Lynch. how is she then ad 


dressed socially, legally. and professionally ? 


A. Socielly, she becomes Mrs. Arthur 
Irving Lynch. 

Legally. she has a choice. She may use 
the form Delores Conner Lynch or the 
form Delores Gail Lynch. The first form 
is the commoner one. Whichever she 
idopts she should use consistently. 

Many business women, especially those 
who have occupied responsible executive 
positions, continue to use their maiden 


names after marriage—in business. 


Q. Recently, I've noticed that the words 
“telephone conversation” are frequently ab 
breviated to “telecon” in the reference line 


of a memorandum. Is this correct? 


A. Although the contracted form “tele- 
con is not included in standard lists of 
abbreviations, there is no objection to its 
use in interoflice memorandums where 
there is no misunderstanding of the 
meaning. It would not be suitable for 
general correspondence to persons not ac- 
quainted with office jargon. Many similar 
terms are used in an attempt to save 
time; for example, “for your info,” 
meaning “for your information.” 
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MAGAZINE LOADING—no more old- 

fashioned hand-threading... just 
drop on the exclusive Norelco tape 
magazine — it’s fumble-proof, jam- 
proof, takes just 2 seconds! 


ONLY FIVE CONTROLS—comparable 

machines use as many as 10 for all 
functions: dictating, playback, fast- 
forward, fast-rewind, quick-review, 
quick-erase artd stop. 


TRUE FIDELITY SOUND—assured by 

the engineers of world famous 
Norelco hi-fi and electronic equip- 
ment; superior sound speeds typing, 
makes transcribing a snap! 


EASY PORTABILITY — only 8 pounds 

... travels anywhere... fits any- 
where... for your office, home, or car 
—wherever and whenever it is most 
convenient for you. 


PERMANENT MAGNETIC TAPE—eco- 

nomical...no replacement costs! 
Always ready for instant review—or 
erase at the touch of a button and 
re-use whenever you wish. 


AUTOMATIC END-OF-TAPE BUZZER 

—automatic signal tells you when 
you’ve reached the end of your tape; 
saves time by preventing you from 
continuing to dictate when reel is 
complete. 


INSTANTANEOUS TELEPHONE-REC- 

ORD SWITCH — permits immediate 
switching from dictating to tele- 
phone-call recording; another 
Norelco ‘extra’ feature at no extra 
cost! 


MODERN DECORATOR STYLING— 

handsome two-tone green trim- 
med with maroon; designed to per- 
mit the Norelco ‘75’ to blend with any 
decor, modern or traditional. 


...and only $189.50 (plus tax) com- 
plete with loaded magazine, log pad 
and dust cover, plus your choice of 
either dictating accessories (micro- 
phone/speaker), or Transcribing Ac- 
cessories (stethoscope-headset with 
foot control or stethoscope headset 
with typewriter control; the latter at 
slight additional cost.) 


NORTH AMERICAN PHILIPS CO., INC., Dictating Equipment Division 
230 Duffy Avenue, Hicksville, Long Island, N. Y 


Gentlemen: 


Yes, I am interested in finding out how the Norelco ‘75’ dictating/transcrib- 
ing machine can help make my office dictation 


and more pleasant. 
Kindly send additional literature. 


Please arrange a free demonstration, in my office . . . without obligation 


nd transcribing 50% simpler 





ALL 


the features you need... 


ONLY 


the features you need... 
.. It’s 

as simple 

as that... 





NEW, 
MAGAZINE 
LOADING 


orelco 79 


Dictating/Transcribing Machine 
Now Available From Your Dealer 


TS-12 


Let us show you how 
the NORELCO dictat- 
ing/transcribing ma- 
chine can simplify 

ng 














on or about (date) at (time), your business planni 
5 and office routine... 
Company why — offering every 
Ase only the features = 
City. Zone. State need—it Is comptetety 
ayo Title dictating, trenecribing 





In Canada, the Norelco ‘75’ is known as the ‘Philips’ dictating machine and 
is distributed by Philips Industries, Ltd., 116 Vanderhoof Ave., Toronto, Ont. 





machines, regardiess 
of price. 
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Q. In the following sentences which word 


is preferable? 





l. It is necessary for our needs to have 
a (guarantee, guaranty) before open- 
ing your account. 

2. Enclosed are duplicate (guarantee, 
guaranty) forms if you are willing to 
(guarantee, guaranty) the account. 

3. This will acknowledge receipt of the 
(guarantee, guaranty) and thank you 
for (guaranteeing or guarantying the 


account, 


{. In the verb sense, guarantee is the 
preferred form: in the noun sense, guar- 
anty. With these distinctions in mind 
your sentences would read: “. . . guaranty 
... guaranty forms 

. guarantee the account”; “.. . receipt 
of the guaranty ... thank you for guar- 
anteeing the account.” 


before opening...” 


v. Which is preferable—that a secretary 
answer all phone calls for her employer 
and ask who is calling or that the boss 
answer his own? 


A. The trend today is for the executive 
to answer his own phone. Some business- 
men, however, don’t have the time to 
spend on routine calls. In such cases the 
secretary might “screen” the calls, han- 
dling any routine matters she can. 

The customer does like to be greeted 
by the person he’s calling rather than 
hear the secretary say, “Who is calling, 
please?” This statement is in very bad 
taste. If you are requested to “screen” 
calls, it’s preferable to say. “May I tell 
him who is calling, please?” This gives 
the impression that the caller will be put 
through and gives the executive time to 
greet his customers by name. 





The world’s 
finest Ball Pen... 
especially 
designed for 
secretaries 


A.W.FABER’S 
New 


TENOS TIE: 


If you have experienced the 
— when your ball pen failed 
for you. STENOSTIK with its 


full cartridge-length ink supply 
smoothly, never skips or clogs. 





fingers and banishes fatigue. 
Lets you sail through hours of 


to use. Only 39c—3 for $1.00. 


STENOSTIK, send us his name 
and we will make sure you 
are supplied. 


The BALL PEN for SHORTHAND 
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annoyance—and your Boss’s scowls 


during dictation, here is good news 


Its long, tapered grip caresses your 


dictation without finger cramps or 
soreness. You’ll find STENOSTIK 
—like its sister, ERASERSTIK — is a joy 


flows 


Blue, black or red. Get it today. 


If your Dealer doesn’t yet stock 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N.J. 












Q. Please tell me what punctuation should 
be used in this sentence: “Will you please 
send one of your agents to look over my 
radio set, since I am unable to get on it 
many stations.” It seems there are differ. 
ences of opinion of this and similar sen- 
tences. 

According to the Gregg Transcription 
Simplified, Second Edition, the rule is: 

“If the question calls for an answer in the 
form of action, use a period.” 

“If the question calls for an answer in 
the form of words, use a question mark.” 


A. Many requests are phrased in ques- 
tion form out of courtesy. Although they 
are technically questions, they are actu- 
ally requests and should be followed by 
periods. In your sentence, for example, 
you don’t expect the recipient of the let- 
ter to say. “No, I won't send my agent,” 
or “Yes, I will send my agent.” In other 
words, you're not asking him a question. 





A 


Q. Which is the correct article in the fol 
lowing sentence? 

“This contract is contingent upon the 
purchaser being able to obtain (a, an) 
F. H. A. mortgage loan.” 


A. The choice of the article depends on 
the initial sound of the word that fol- 
lows. An is used before words beginning 
with a vowel sound. As F is pronounced 
“ef.” an would be used before F. H. A. 

The letter S, prounounced “es.” would 
also require an an before it. This rule 
will help you in many cases. 

By the way. in your sentence, pur- 
chaser should be in the possessive form, 
purchaser s, since it precedes the gerund, 
being able. 


Q. Please tell me whether or not procla 
mation and president are capitalized in this 
sentence: “It's a good thing that in our 
schools we have a serious program in which 
the proclamation of the president of the 


United States is read.” 


A. President, when referring to the 
President of the United States. should 
always be capitalized: likewise, a word 
referring to a well-known document 
therefore Proclamation should be capi- 
talized. 

The matter of capitalization is perpley- 
ing to many. Are you familiar with our 
Reference Manual For Stenographers 
and Typists, Second Edition, by Gavin 
and Hutchinson? You'll find answers to 
many of your questions there. 
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Geveral months ago, Lorraine M. took 
A : , 

a new secretarial position. Now she 
is uncertain what to do about the holi- 
days since she is not familiar with the 
the office. She 
wants to do the right thing but wonders 


Christmas customs of 
whether she will be considered forward 
if she makes the first move. These are 
the questions on her mind: (1) What 
shall I do if my boss gives me a Christ- 
mas present? Am I expected to give him 
(2) I haven't 
riends here yet and dont know quite 


one? made any close 
how to act at the Christmas party. Every 
employee is expected to attend. (3) Sev- 
eral of the girls are buying presents for 
others in the office. Since I'm so new, I 
dont expect to receive any. If someone 
gives me a present, what shall I do? (4) 
Should I send Christmas cards to my 


new acquaintances? 


Solving the Problem 


There is one sure way Lorraine can 


find out the answers to her questions— 
take some long-time employer into her 
confidence. She can explain that she 
wants to conform to the customs of the 
oflice but doesn’t know how. Most people 
are flattered to be asked for advice and 
are glad to answer questions. 

In lieu of this, however, here are some 
suggestions for the newcomer during her 
first holiday season in an office: 

(1) If Lorraine’s boss gives her a 
gift, naturally she should thank him on 
the spot. She can write a brief thank-you 
note, too, although this is not necessary. 
Most bosses do not expect presents from 
their secretaries. It is proper, of course, 
to send a greeting card to the boss and 
his wife at their home. 

Suppose most of the other secretaries 
receive gifts from their bosses, but Lor- 
raine does not. Sometimes a man will 
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not give a present to a girl who has not 
worked for him very long. Or he may 
not be in the habit of giving presents to 
employees: it's not compulsory, after all. 
In either case, Lorraine should take it in 
stride and not feel slighted. If other 
secretaries show off the presents from 
their bosses, she should be a good sport 
and admire them. The worst thing she 
could do would be to gripe about her 
boss's oversight or “stinginess.” 

(2) If everyone is expected to attend 
the office party, Lorraine should make an 
appearance. The event may be a good 
opportunity to break the ice and get ac- 
quainted with more people. Perhaps she 
can go with another girl in her depart- 
ment, who will introduce her to those she 
doesn t know. 

If the older employees are clannish 
and don't do anything to make her feel 
welcome, it is perfectly all right for 
Lorraine to leave the party early. She 
can explain that she has a date or some 
last-minute Christmas preparations to 
finish. 

(3) In some offices, many members of 
the staff exchange small gifts. In others, 
gift-giving is rare. Lorraine can find out 
whether her department has a grab bag 
and say that she would like to be in- 
cluded. Otherwise, she might purchase 
several bottles of cologne or some pretty 
handkerchiefs. These can be festively 
wrapped—then if someone gives her a 
present, she can give one in return. Left- 
over cologne or hankies can always be 
used on other occasions. 

If some woman in the office has been 
especially nice to her, Lorraine may wish 
to give her a gift, mentioning that she 
appreciates the woman’s helpfulness. 

(4) It is all right to send Christmas 
cards to any or all of her new acquaint- 


(Continued on page 55) 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f"——-—-MAIL COUPON TODAY-~“~ 
RITE-LINE CORP. 
4209 39th St., N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 





| Address 





| Name | 


City Zone 
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OVERSEAS 
OPPORTUNITIES 
for TYPISTS 

and SECRETARIES 


U.S. Government Positions 
Provide Interesting 
and Unusual Work 


Two year tours after 
approximately 1 year in 
Washington. $3760-$4345. 


Ages 20 to 35; U.S. citizen- 
ship, good character and 
good health required. 


Write for a brochure stating 
your name, address, phone, 
education, experience, 

typing speed to Box #55, 
Suite 1200, 230 West 41 St., 
New York 36, N.Y. 
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NO MORE 
GUESSWORK! 


You can always divide words 


correctly when you use 


WORD FINDER, by An- 
derson, Straub, and Gibson. 
where 


It shows exactly to 


divide words at ends of 


lines, as well as spelling, 
accent, and capitalization 


ol Hard- 


covered and pocket-sized for 


common. words. 


handy reference. 


* Available at bookstores lor 


S1.75, or order from 


Educational Book Division 


PRENTICE-HALL 
Englewood Cliffs, N.J. 


Teachers Write for 
school prices. 


special 
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COLLECTOR’S 

rinTy.. 
ITEM 

While the supply lasts, you 
may obtain the Miniature Edition 
of the Anniversary Gregg Short- 
hand Manual! for only $3. We 
have only a few copies of his 
book, which is already a collector's 
item, and it will not be reprinted. 

For the secretary who studied 
from the Anniversary Gregg Man- 


val and who would like to refresh 
his memory and improve his skill in 


shorthand, this pocket-sized De 
Luxe Edition is perfect. 
The book contains beautiful 


shorthand, a special index to brief 
forms, and it is durably bound in 
silver cloth with gold lettering .. . 
a wonderful treasure. 
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330 W. 42nd Street 
New York 36, New York 


Please send me copies of the Miniature 
Deluxe Edition of the Anniversary Gregg Shorthand 


Manual (@ $3.00 per copy). Enclosed is $ 

Name - 
Address 

City State 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PACE 5] 


Select “For.” “Fore.” or “Four” 
In the blank spaces insert correctly for. fore. or four. 


l. It was a gone conclusion that the new artist's design would be selected. 
2. By failing to file the required information, Tom 


to enter the contest. 


feited an opportunity 


ward, march!” shouted the leader. 

I cannot type because | have a badly infected right 
Let's make up a 
6. | have a strange 


KF 
1. finger. 
2 some for a game of bridge this evening. 

boding that you should not take that trip. 
7. Anyone who enters polities must 


3. First and 


sake any thoughts of leisure. 
most, we need a new building. 


en 


How Many Words Can You Build? 
First. think of the word represented by each of the following brief definitions. 
Then see how many derivatives and variations of that word you can make by 
adding various affixes. Watch your spelling. 
3. To be fit for 
1. To leave unprotected: to exhibit. 
5. To put to use or a purpose. 


1. To make ready. a position. 


2. To choose by voting. 


How Good a Proofreader Are You? 


In some of the sentences below—not all—a word similar to another word in sound 
or in appearance has been used instead of the correct word. Supply the correct 
words. 

1. | held my breathe while | watched a grate big spider crawl along the wall. 

2. Your libel to be sued for liable if you send the paper that derogatory report. 

3. My mother considers Frank a most eligible future son-in-law. 

1. The head office of the new corporation is in New York City. 

5. We are greatful indeed for your curtsy in sending this generous contribution. 

6. We past the Governors mansion on our sight-seeing tour. 

7. To adapt a statue levying a higher tax on corporations will cause much 
dissatisfaction. 


an 
~ 


. To think that a person who has always earned a good salary should be in 
such straights! 
9. Miss Jackson, please type a list of our customers who are in areas for more 
than six months. 
10. If | don't lay down, I shall faint. 


A Letter Plus a Word Equals What? 


Each of the words or expressions described below contains, as its first element, 
a letter of the alphabet. 

1. A direction seen on traffic signs in city streets and along highways. 

2. An enormously powerful and destructive projectile. 

3. Breaks in bones are visible with these. 

4. Excellent: first rate. 

5. June 6, 1944. 


Types of Officials or Executives 
How would you indicate that an official or an executive— 
1. Has been elected but has not yet been installed or inaugurated. 
2. Was recently deceased? 
3. Formerly served but is not now serving? 
4. Has the honors or dignity of an office without its specific duties? 
5. Holds a position because of his office? 
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INTERCHEMICAL 
CORPORATION'S 


INSTANT 
COPY 
PAPER 


has long-life 
legibility 
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Easy-to-read records made on IC Instant Copy Paper 
are virtually fade-proof. Suzy Secretary will tell you, 
‘Copies on IC paper don’t get dark and muddy. They 
stay clean and easy to read."’ 


Run IC paper through your Thermo-fax machine and 
you will get... 


* long-lasting copies (virtually fade-proof) 
* sharp copies (no smear or blur) 
* durable copies (won't get brittle) 
And because IC Instant Copy Paper is completely 


wax-free, your machine belt stays clean and you save 
on maintenance costs. 


Available through quality office supply dealers in major cities. 


i peas 


ADDRESS 








COMPANY 





(] Please send further information. 
] | would like a demonstration of IC Instant Copy Paper. 


13 











and your 
Stenograph 


You... 











are 
wanted ...- 








as a top 
management secretary 


medical-scientific 
stenographer . « « 































e e o £0 meet earn a really 


court reporter 


And it’s all true! Steno- 
graph is the fastest way 
for you to turn a dull job 
into an exciting career! 
Mail this coupon today. 


Stenographic Machines, Ince. 
8040 North Ridgeway Ave. 


Skokie, Ill. S-1260 
Please send me full information 
on Stenograph — modern ma- 


chine method shorthand. 
name 





present position 





school 





address 





city zone 
state 











interesting people | good salary 
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GLUE-FAST MODEL “Ss” Gummed Label 
Moistener has wick roller action to apply 
just the right amount of water to the label. 
stamp. envelope flap without removing any 
of the glue. Other features: 
reservoir and a chromium guide adjustable 
to any paper thickness. 
Glue-Fast Equipment Co., Ine.. 
13 White St 


a large-capacity 
Price is $5 from: 
Dept 
New York 13. N , a 


TS. 






THE MULTI-GRAM DUPLICATOR is a new type of ~ 
kit. Useful at home and office, etc., it offers nine different types of 
“Grams” for multiple letters, club notices, school and church pro 


print-it-yourself” 


grams or invitations. One master copy prints from 50 to 100 sheets 
or post cards. Price is $4.95, complete set. From: Multi-Gram Divi 
sion. Crestline Corp.. Box 274. Dept. TS. Streator, Tl. 


clears 


That 


frantic 


desks 
cluttering the 


SHEL-FILE 


hodge podae 


lo action 
desk in 
moments is disciplined into organized con 


trol by this desk-top file. Unobtrusive and 


ittractive, it keeps its contents at arm's 
length. In 12- and 15-inch widths, lengths of 
18. 24. 30 and 36 inches. Write J. P. Sulli 
van, Cel-U-Dex Corp., Dept. TS, New Wind 


sor. Newburgh. N.Y 


KO-REC-TYPE | 


process 1s simple 


akes typing errors disappear without erasing. The 
place the chemically treated strip over the error 


retype it and. like magic, the error is gone. This product not only 

is a time and energy saver. but it helps produce neater letters. In 

formation from Eaton Carbon and Ribbon Cory Dept. TS. 170 

Pillary St.. Brooklwn. N.Y 
LATCH LOCK BINDERS are very useful for 
reports, minutes, presentations Exclusive 
binding mechanism allows easier reading he 
cause pages lie flat. turn easily. Available 


sto k 


trom 


in artificial leather or paper different 


SIZCS, colors. Information 


Products. In Dent. TS. Beaver Falls 


Agrippa 
N. 





*“MARVELEAD” is a perfe: 
virtually unbreakabl 
Spite its 


d pencil lead 
under normal use. De 
strength. the lead 
retains the smoothness and free glide of soft 
leads, 


fatigue 


extraordinary 


and reduces finger 
“Marvelead™ pencils feature five de 


grees of hardne Ss 


eliminates drag 


Information from: 
De prt. 


joseph 
Dixon Crucible Co.. TS. Jersey City. 


N. J. 
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carefree 
_ write | 

SKIP-FREE 















MICROPOINT 


Biigyelsq 


The King-Size Pen 
You NEVER Refill! 


8 INK COLORS 


39¢ 


MEDIUM POINTS 


4 POINT STYLES 


49¢ 


FINE POINTS 


| ur stationery supplier 


for Ink-Stiks today 


Canada 
Ben Sanders Co., Ltd., Toronto 


MICROPOINT, INC. Sunnyvale, Calif. 
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1. Push-Button ribbon control, ex- 
Clusive on the 400, selects carbon or 





fabric ribbon at the touch of a finger. 







NPs 


2. Automatic paper Injector guaran- 
tees quick, in-and-out handling of every 
page and perfectly jins 


bean €xPano i 
: 
1 


4. Push-Button word control 





5. Push-Button ON-OFF switch lights 


up when the power is on. No fumbling 


under the keyboard for hidden switches. 


Makes your typing a soft touch 


NEW SMITH-CORONA 400 ELECTRIC WITH 
PUSH-BUTTON CONTROLS. Automatic push- 
buttons control every one of the features on Smith- 
Corona’s new 400 Electric-the world’s most advanced 
electric typewriter. Not only that. The new 400 is 
the quiet one, the electric with a lower, more pleasant 
sound. This, plus a keyboard gently curved to fit your 





16 


s/c] 


fingers, makes even nine-to-five typing a soft touch. 

See for yourself how quick and easy typing can 
be with the new 400 Electric. Drop us a note or give 
us a call, and a Smith-Corona representative will 
show you why the 400 is the world’s most advanced 
electric typewriter. Write Smith-Corona, 410 Park 
Avenue, New York 22, New York. 


SMITH -COROGNA 


DIVISION OF SMITH-CORONA MARCHANT INC. 
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THE 
WONDERFUL 
WORLD OF 
F.A.0. 
SCHWARZ 


By Kathy Larkin 





* In New York, pedestrian traffic often comes to a halt 
at the corner of Fifth Avenue and Fifty-Eighth Street—with 
good reason. There—one block down from the Plaza and 
just across from Bergdorf's—stands a large black gorilla, 
peering glumly through his bars of painted white. 

Behind him lurk other animals. A seven-foot giraffe 
cranes his long neck in astonishment at a nearby kangaroo. 
An elephant submits to being ridden by a monkey. A 
zebra dallies pleasantly with some lions and a polar bear 
stares in disapproval at a complacent donkey, who stands 
nodding his grinning head up and down, up and down... 

Stuffed, furred and incredibly lifelike, the donkey and 
his compatriots are the creative answer to a child's imagina- 
tion. Nor are adults immune from the fascination they 
exercise, for busy doctors and Homburg-topped bonkers 
have been noted in the sidewalk audience—an audience 
collected by the F.A.O. Schwarz Toy Store, the Tiffany’s 
for toddlers. 

Since its beginning at the corner of Broadway and 
Eighth Street, F.A.O. Schwarz has had close to a century 
of experience in buying, building and marketing toys. It 
has given children a world rich in fantasy, where furry 
turtles mingle with sophisticated dolls in evening dress and 
a basset hound slumbers in a four-poster bed. 

But behind all this is still another world—a topsy-turvy 
world where the playthings of children are the business of 
adults; and, as in childhood, Christmas is still the most 
exciting season of the year. 
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MEET THE 
BOSS 


ERNEST THAUER 












PASSPORTS AND LANGUAGE PROBLEMS are as familiar as the toy business to Ernest Thauer. As Schwarz’s 


traveling vice-president in search of ideas and imports. he has juggled both visas and verbs on some 
nineteen trips to Europe and two jaunts around the world—parking his suitcase in such diverse spots 
is England, Spain. Austria, Italy and Pakistan. 

This is a part of his job he especially likes, although he admits it in- 
olves a high degree of responsibility and an almost higher expenditure 
if energy. “Such trips last perhaps eight or ten weeks. covering a great 
deal of territory—and time. A day at one of the toy fairs can stretch 
from seven in the morning until long after midnight. It may mean traveling. 
say two hours there and back. It will certainly include entertaining people 
ind being entertained. All this makes it interesting work, but strenuous.” 

Coming home can be just as strenuous, for it is then that Mr. Thauer 
runs into that occupational hazard of all executives—the conference. “Every- 
one wants to know where I’ve been and what I’ve seen. What’s new on the r a 
market? What are we buying?” ‘ 

Appropriately enough, Ernest Thauer’s wandering career first began at a 
toy fair. one held in Leipzig. Germany, in 1925. There he met an American 
buver from F.A.O. Schwarz. Further conversation elicited the information 
that business opportunities were excellent in the United States, particularly 
for someone with a foreign background in merchandising. The buyer—a cautious 
man—added, however, that he personally could take no responsibility if Mr. 
(hauer came to this country in search of a position. 

Mr. Thauer—definitely not a cautious man—sat down and considered his 
qualifications. He had been born in Sonneberg, a small German town long 
famous as a center for the manufacture and export of wooden toys and Christmas 
tree ornaments. He had a good knowledge of the business, having joined it as an 
apprentice after his graduation from school. Balanced against this was 
the fact that he knew no one in the United States, had never been 


there and had no definite job offer. 
He weighed the possibilities—and applied for his first , 
passport. (Continued on page 35) — 
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OLGA CHRISTIANSEN 
A “IT IS NEVER. NEVER MONOTONOUS' ... that’s Olga Christiansen’s comment on the toy 


business and her job as secretary to Ernest Thauer. “Every day is unusual and 

exciting. Some secretaries may just take dictation and transcribe notes but here the 

work is different.” 

An example of what she means? 

“Sometimes an item will sell out completely. the stock will run short and we'll be left 
with orders to fill by hook or by crook. The result? Hectic long-distance arrange- 
ments to place a group of zebras on the nearest plane and ily them across the 
country in style. 

“This happens quite often, but so far we've been lucky. Somehow we've 
always been able to fill orders.” 

Olga first came to F.A.O. Schwarz right after her graduation from busi- 
ness school—but only on a temporary basis. “I got the job through a 
friend of mine and began in the mail-order department, doing clerical 
work for the Christmas season.” 

By the time Olga was scheduled to abandon pencils, files and lists and 
take her departure, circumstances had changed. She liked F.A.O. 
Schwarz and they liked her. The solution was a job as secretary to the 
sporting goods buyer. 

When Ernest Thauer took over as sporting goods buyer, Olga went to 
work for him. and since then the two have formed an unbeatable combi- 
nation. “Mr. Thauer is wonderful to work with. He does keep me on my 
toes but he has a good sense of humor and is very fair.” 

A typical day for Olga will run from nine to five-thirty, with an hour off 
for lunch and. of course, “those indispensable coffee breaks.” In addition 
to such “extras” as arranging air transportation for missing toys, Olga 
does the usual mail and divtation, helps with the catalogue, keeps an eye on 
the stock—and on the manufacturers as they wander in and out of the office. 

Busiest time of the year for Olga begins some two months before Christ 
mas. The latest aid for this strenuous period is an IBM system, but the 


volume of business is such that even the machines (Continued on page 35 
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@ “You won't find any eligible men here!” 
Doris announced somewhat defiantly. We 
were having lunch together at the soda 
fountain in a downtown office building. 
Doris was secretary to the two part- 
ners of a legal firm. | had been sent 
hy a temporary office help agency to 
substitute for her while she went on 
her annual two weeks’ vacation. 
The conversation had turned to 
men because Doris. volumeering 


the information that she was 





X 


thirty-five, frankly admitted she wanted to get married. 
There was only one drawback—she couldn’t find a hus- 
band. And her forthcoming vacation. a sojourn with her 
ailing mother at a sedate seaside resort. held no promise 
of excitement. 

“Are all those men in the office married?” | asked. 
For. in addition to the two partners. the staff consisted 
of some twenty younger lawyers. law clerks and _ stu- 
dents. On the distaff side were three legal stenographers 

two of them comfortably married, the third just 
about ready to be retired. Certainly they offered no 
competition. 

“Well, not all of them.” Doris conceded. “But those 
who aren't are impossible. | told Mr. Courtney (one of 
the partners) that the next time he added someone to 
the staff. he should give me a break. So he hired Bill!” 


The sarcasm in her voice implied that the new addition 
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JOB HUNTING? 
HUSBAND HUNTING? 


The Same Smart Technique Applies To Both 


BY ESTHER BECKER 


was definitely regarded as one of the “impossibles.” 

Later that day | met Bill. He turned out to be in his 
late thirties. somewhat on the stoutish side, with a re- 
ceding hairline. Not a movie or T\ idol. but still nice 
to have around the house. He was a trifle shorter than 
Doris—a fact she could have remedied by wearing low 
heels—and she patronized him accordingly. As_ she 
introduced us. she said condescendingly, “Maybe Mrs. L. 
will even find time to do some of your work.” It was 
evident that she considered his jobs beneath her dignity. 

During the next few days, while Doris broke me in. 
| began to understand why she wasn't married. She 
had been with the firm about seventeen years, ever since 
eraduation from high school. No doubt about her effi- 
ciency. But she was unaware of how arbitrary her 
manner had become. 

For example . one of the law clerks had misplaced 
a brief and asked various people if they had borrowed 
it. “L told you that would happen if you didn’t take 
care of things.” Doris chided him. Later, she found the 
brief in a pile of papers on her own desk. No one 
knew whether it had been left there or whether the 
fault was hers. But she instinctively accused the clerk. 
“Jack is the most absent-minded man,” she commented 
to all within hearing range. “I don’t know what he'd do 
without me.” 

When, on occasion, she made a typing error and a 
page had to be recopied, the mistake was always due 
to someone else. “No one could read your handwriting.” 
she'd say in quick defense of her own ability. 

The clue to the reaction of the men came on the 
Monday her vacation started. “Do you think we'll be 
able to manage by ourselves, without Doris?” they 
quipped. Then one of them remarked, “Can you imagine 
what it would be like to be married to her?” 

With Doris’ example in mind, | decided to find out 
why attractive girls, earning good salaries, were so often 
single, while some quiet, rather colorless girls had such 
nice husbands. Why weren't women who had put their 
best foot forward in landing good jobs and in handling 
them efficiently applying the same smart tactics to 


landing and handling husbands? 
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Low Man on the Totem Pole 


The first man | interviewed was a young business 
<chool graduate who was still rather proud of the fact 
that he had worked his way through college. “My policy 
is ‘thumbs down’ on dating secretaries,” he said, “espe- 
cially those who work for top executives. First of all, 
they have a boss fixation. They spend the entire evening 
telling you what a wonderful and brilliant man their 
boss is. | go home feeling frustrated and insignificant 
hy comparison. 

“Sometimes I’ve tried to humor a secretary along on 
this boss worship, since that’s what she apparently wants 
to talk about. But you're on thin ice right away. If 
vou make an innocent remark, something like “I hear 
vour chief is going to Paris next week, your date 
clams up. That's confidential! I'm just trying to make 
conversation, but | get slapped down right away. 

“If | married such a girl. I'm afraid the boss would 


he ‘the third man’ at our dinner table every night.” 


Ladies Not Always First 


“l wish girls would let men perform little courtesies 
for them.” an accountant said. “If a man meets a girl 
from his office in the elevator. she should let him call 
out the floor. rather than do it herself. then thank him 
with a smile. Perhaps he is the father of six children. 
But some other man who is single may be right ther 
observing her ladyvlike manner. 

“When the elevator stops. a girl shouldn't be the first 
one to rush out. elbowing the men aside. The ethciency 
experts may begrudge the extra minute it takes. but | 
like to see a girl leave graciously. with a friendly ‘good 
morning to the elevator man. But she shouldn't chatter 
with him all the way up. This can be annoying to 


passengers in the car and distracting to the operator.” 


flways Belittlin’ 


“Have you ever noticed how career girls are always 


deflating our egos?” an engineer asked. “True, Im not 


the world’s best speller—that’s a weak point with many 
engineers—but when it comes to dating a girl. Id 
rather go out with someone who can't spell c-a-t than 
with someone who advertises the fact that my spelling 
is atrocious. He called my attention to other derogatory 
comments about the male sex that are heard wheneve1 
girls gather. For example, “You've got to correct his 
Knelish all the time. or ‘He doesn’t know anything 
about the way we handle these requisitions.” You may 
even hear, ‘| could do his job better than he can.” 
A fourth man said. “The girls I've met in business 
are too independent about money. | know they make 
good salaries and can afford to pay their share. But a 
man likes to spend money within reason. | resent it if 
a girl ‘hageles’ over who is to pay a fifteen-cent bus 
fare or makes a scene about splitting a check in front 
of a waiter. 
“Another thing hecause they have money them- 
selves they are usually the ones who propose a collec- 


tion when someone gets married or retires. No man 
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wants to refuse. If he extends himself beyond his means. 
he later regrets his generosity. If he can’t donate much. 
he feels embarrassed. Either way, it won't increase 
the popularity of the girl who takes the initiative in 


suggesting that ‘we ought to get Mary a nice gift.” 


A Plan To “Get Your Man” 


Summarizing these and other reactions from the men 
| talked to, | concluded that there are some positive 


things a girl can do to “get her man.” 


Work For Your Man 


Don't only work to get your man work for him. For 
instance, he may have typing to do. A government 
stenographer in Washington, D. C.. where competition 
for men is keen, snatched an eligible bachelor right from 
under the noses of an executive secretary and a debu- 
tante who were vying for his favor. The man in question 
was going to law school at night, and she typed all his 
homework. Since he plans to open his own law 
office. he may be marrying her just to assure 
himself of capable secretarial help. “But,” she 
says, “that’s okay with me! 

New York University’s College of Engineer- 
ing recently awarded Good Wife Certificates to 
the helpmates of night students receiving their 
degrees. The certificates ™ 
were given “In recog- 
nition and = apprecia- 
tion of the wives’ 


( ollab- 


oration and understand- 


“encouragement. 


ing. Similar encouragement 
and understanding might be 
practiced by those not yet mar- 
ried. Too often girls complain, “I 
want you to take me to the dance 
can't you skip that old school on Thurs- 
day?” This may get them to the dance. but 


not to the altar. 


Be Sensible About Clothes 


Clothes dont “make the woman” if you 
spend too much money on those you wear. In 
one New York office a girl prides herself on the 
fact that she never wears the same dress twice when 
she goes out with a date. She wonders why, at thirty, 
she’s still single. A friend commented, “Men are 
afraid they can’t keep you in the style to which 
you are accustomed.” 

When a girl sweeps into the office with 
a new outfit and exhibits the price tag 
often more than a man may spend for 
his yearly suit—he thanks his lucky 
stars that he doesn't have to pay the 
bills. 

Men are particularly intrigued by 
the girl who admits, “Il make my 
own clothes.” provided they don’t 
look as if she does! 








Let Him Tell You 


{ young copywriter prepared in advance a list of 
topics to discuss with her escort in order to impress him 
with her intelligence and sophistication—topics such 
as existentialism and the Zen Buddhist philosophy. He 
admired her knowledge but he married a girl who just 
listens to him and whose vocabulary seems to be limited 
to “Tell me more about it.” The irony is that he tells 
everyone his wife is a wonderful conversationalist. 

This doesn’t mean you should play a “dumb Dora” 
role and pretend you don’t know the difference between 
Einstein and Bernstein. Be informed, but don't flaunt 
your intellectual interests. Otherwise you may find your- 
self curling up with a good book. 


Consider His Finances 


When a man says. “Where would you like to go to 
dinner.” it sounds modest to answer, “I'll leave that to 
you.” Actually, that puis your date on the spot. He 
generally feels obligated to take you to some expensive 
spot. If a man really wants to splurge, or can afford 
to do so, he won't ask. He'll just surprise you. So when 
he puts it up to you, why not say, “I'd really like to 
try that ‘Sizzling Hamburger Alley.” (Pick a place 
where you know the food is good and reasonably priced. ) 

Sticking to one cocktail is always good advice, not 
only because of the cost involved, but for other obvious 
reasons. And remember, no woman ever lost a man by 
not drinking. 

Incidentally, a pet peeve of many men is the girl who 
orders food then merely nibbles at it. They feel— 
literally—that their money is going down the drain. 
Worse yet is the girl who pushes aside a steak she 
has barely cut into to order an expensive dessert. 

“I like taking you to dinner,” a young man said to 
a girl he later married. “You always eat as if you were 
as hungry as a wolf. | get a kick out of thinking I’m 
feeding you.” 


Believe It Can Happen—to You! 


1 met Alma when | was working on a temporary 
basis in a brokerage house. When she told me she was 
going to a wedding the following Saturday | said, “Have 
a good time. | hope the next wedding will be your own.” 
This remark was prompted by the fact that Alma had 
the reputation of being an excellent cook. The cakes she 
brought to the office on festive occasions were highly 
complimented and promptly consumed. 

“That will never happen,” she said with finality. 
“I’m an old maid and I'll stay one.” 

Alma, who is in her thirties, has so strongly con- 
vinced herself that she will never marry that she makes 
disparaging remarks about every eligible male. “I can 
well understand why he’s single,” she comments, “he’s 
tied to his mother’s apron strings.” Or, “He’s too ego- 
tistical . . . he wouldn't be my taste.” 

Subconsciously, Alma is building up a defense mecha- 
nism. She won't permit herself to become interested in 
a man, chiefly because she (Continued on page 35) 
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“according 
to the 
counselors 


By Jeanne Martinson 


@ Remember last year’s epidemic of 
cynical sayings? Almost every office desk 
had its collection of cards, and we smiled 
wryly at signs which urged us to 
“THIMK” or reminded us that, “While 
money isn't everything, it’s still way out 
in front of whatever's in second place.” 
To our way of thinking, the oddest of the 
lot was the one that read, “Don’t confuse 
me with the facts; I've already made up 
my mind.” It’s funny in one way... but 
no laughing matter in another. So many 
decisions are made in just that frame of 
mind, particularly by women. And it is 
serious indeed when decisions that deeply 
affect our lives are so often directed by 
intuitive feelings rather than true insight. 
Not that feminine intuition implies 
weakness of thinking power. Frequently. 
as Dr. Ashley Montagu assures us in his 
flattering book, The Natural Superiority 
of Women, it is woman’s superior method 
of swifter-than-thought reasoning. But 
this intuitive feeling, among the women 
who rely on it, can often mask serious 
neurotic drives. In other words, it’s easier 
for a woman to kid herself, blinded by 
her own intuition. Men, of course, kid 
themselves without such a mechanism. 
Take the decision of a wife and mother 
to work. In our first article we suggested, 
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perhaps prematurely, that for those wom- 
en who decide to work, the conflict of 
home vs. office was at least temporarily 
shelved in favor of a newer problem a= @ 
learning to live as a jobwife. But pro- 
fessional truth seekers don’t agree. They 
still consider the home vs. office conflict 
as paramount, and we feel that even the 
most confirmed working wife could bene- 
fit by hearing their opinions. 

Of course. if were the sort of people 
who prefer to avoid the “confusion of 
facts” our lives can be pretty simple. 
Our decisions, right or wrong, are swiftly 
made, and thereby we avoid the insecure 
feelings that are bound to arise when we 
pause to examine motives. 

lf. on the other hand. we're the sort 


who enjoy going a round or two with 
some hard truths, we have a host of allies 

. champions as well as loyal opposition. 

The experts we consulted—ministers, 
social service agen ies, SOC iologists, econo- 
mists, psychiatrists and marriage coun- 
appreciate the problems of the 


wife. But 


selors 
working appreciate doesn't 
necessarily mean approve. In most cases 
it implies an intellectual and objective 
appreciation of her situation—why she is 
in it, how she got there. But, they ask, 
should she be there? From Catholic pre- 
cepts to the most liberal psychoanalytic 
observation there is much essential agree- 
ment, in substance if not in theory. Priest 
and psychiatrist alike share the same 
ideal therefore we feel its time to 
pay attention. Remember, it was Christ 
who said we must love one another and 
Mr. Freud who proved clini ally to us that 
hate and fear—love’s opposites—could 
surely destroy us. 

In the last twenty years, numerous 
studies have pinpointed those areas of the 
marital relationship where constant irri- 
tation can lead to serious discord. Con- 
ventionally, they are finances, in-laws, the 
bringing up of children, fidelity and per- 
sonal goals. Often they merely serve as 
window dressing, covering up deeper. 
more basic diflerences. 

This is not as farfetched as it may seem. 
All the experts agree that a successful 
marriage is based on the attitude of the 
two people involved toward the opposite 
sex, and in particular, toward each other. 
If this fundamental feeling is a relatively 
healthy marriage can survive 
attacks. 


marriage 


one, the 
many destructive, 
David Mace, the 
counselor, calls this the “we-feeling.” Mr. 
Arthur L, 


Services for the Jewish Family Service, 


impulsive 


well-known 
Leader, Director of Special 


explains that social workers use the term 


“feeling-tone” or “climate” to describe 


the intangible atmosphere of a family. 
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\ good “feeling-tone” results from gen- 
eral satisfaction on the part of each fami- 
ly member. And in Pope Pius X's Ency- 
“On 


find the following: “This mutual inward 


clical- Christian Marriage”—we 


moulding of husband and wife... can in 
a very real sense ... be said to be the 
chief reason and purpose of matrimony, 
provided matrimony be looked at... as 
the blending of life as a whole and the 
mutual interchange and sharing thereof.” 

This then is the ideal dynamic for a 
happy marriage. Where then does con- 
flict arise? 

lt is once again interesting to note that 
the psychiatrist and the priest agree, in 
principle, on the cause of many marital 
conflicts—the problem of roles. Both psy- 
chiatrist and priest recognize that a social 
or psychological situation that results in 
severe role distortion can be dangerous 
to the individual as well as threatening to 
society as a whole. Both are constantly 
concerned with defining the integrity and 
dignity of the masculine and feminine 
roles. And each attempts, according to 
his own precepts, to maintain and pre- 
serve the separateness yet interdepend- 
ence of these concepts. 

Both deplore most energetically a soci- 
ety in which irresponsibility, encourage- 
ment or delusion by false values permits 
a man or woman to deprive the other of 
“role” prerogatives. We are all perfectly 
familiar with the worst examples of this 
abuse against mind and soul. . . the hus- 
band who does not want children, the wife 
who “wears the pants in her family,” the 
overly strident career woman, the man 
who avoids family leadership and respon- 
sibility. 

Like citizenship, the male and female 
roles have their individual duties as well 
as privileges. “Ideally,” says Monsignor 
George Kelly of the New York Archdio- 
cese, “the feminine role is most honor- 
ably discharged in the home as wife and 
mother.” Speaking from churchly pre- 
cept, he explained, “The husband is the 
head of the house; the wife, its heart. 
Their moral and physical duties, as deter- 
mined by their sex, derive from the laws 
of God and Nature.” Going right along 
with Monsignor Kelly is Karl Menninger, 
renowned physician and psychiatrist (and 
incidentally a Presbyterian). And he isn’t 
the only one. Most marriage counselors 
concede that it is still the wife who can 
make or break a marriage: she who is 
obliged to give in most of the time. 

We bring up this matter of role distor- 
tions because frequently such attitudes 
whether a married 


decide woman will 


work or not. If she does decide to work 


outside her home, it may be because 


she is some way dissatisfied with her 


essential role—her lot as a woman—in a 
world run for the convenience of men. 
Simple observation of our customs in 
child training, in politics, in many pro- 
fessions bear out the fact that women, 
despite their vaunted emancipation, are 
still considered interlopers in many areas 
outside the home. Though they outnum- 
ber, outlive, outvote and outcontrol more 
money than men, they are still patronized 
and discriminated against as if being a 
woman were being part of a minority 
group. Is it so unbelievable then that an 


unhappy and resentful woman might 
choose work outside the home as a means 
of retaliation, more or less unconsciously 
using her job as revenge for what she con- 
siders “male superiority”? 

And if this unhappy resentment carries 
her too far from her biologically dictated 
role, her marriage may be in for trouble. 
It's perfectly apparent that some resentful 
women use work-for-pay as a club to beat 
their husbands. But aren't there others 
who take on this far from easy double 
load of home/oflice work to use construc- 
tively any aggressive energy that might 
otherwise be turned agaiast themselves or 
their families? 

That most Mrs. Jobwives understand 
pretty well the precarious balance they 
must maintain is brought out by some of 
our reader mail. Says one cheerful wom- 
an whose work-home schedule would 
deter all but the bravest, “Unless a hus 
band approves completely, no wife can 
successfully hold a job. And | don’t mean 
the kind of approval you get by nagging.” 
Though this woman works, no role re- 
versal or distortion seems to have taken 
place in her household—much to het 
credit and to her husband’s understand- 
‘A steady 


round of housekeeping and child care 


ing. Another mother writes: 

would bore me to distraction. I'd only 
turn into a nag, which would be terrible 
since | love my family. Besides, my hus- 
band likes me the way | am.” 

In addition to expressing their personal 
attitudes, each of these women had 
touched upon a wider aspect of the work- 
ing wife’s responsibility. 

The woman who works with her hus- 
band’s approval and co-operation can, of 
course, do a better job all around. Even 
when his co-operation is tacit, rarely ex- 
tending to drying a dish or washing a tub, 
it's vitally important. And you'd be sur 
prised at the number of working wives 
who jealously guard their position as 
housewife. For when a wife has her hus- 
band’s complete approval, any fear of 
assuming some male privilege is slight. 


(Continued on page 34) 
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@ Take one oflice. Files filled to overflowing, untidy 
piles of “extras” on top. Desks crowded together, with 
humped knees and short tempers the result. Executive 
areas so cramped that visitors must perch on window 
sills and desk edges. Constant quibbling over just who 
should have priority in the one and only cabinet. 

Take one boss—unaware till one morning he bumps 
his knee and catches Ais fingers in the file drawer. 
Taking an honest look at his domain he mutters. “We've 
got to move, got to get more space.” To whom does he 
throw the problem ? To Miss Do-Everything, of course. 

lake one secretary—you—who's never had to move 
so much as a carton before. Just how do you go about 
transferring an entire office, complete with employees. 
the company archives, and one India-rubber plant? 

There is a way—almost painless—so we urge you to 
read further. Leasing a single ofhce or even an entire 
floor in the most desirable location can be as easy as 
buying that new electric typewriter. All that’s necessary 
is to consult the experts. 

We did. getting some advance know-how from two: 
Godfrey Dallek. president of Dallek Interiors, Inc. and 
Harry Huberth. president of Huberth & Huberth, Inc.. 
real estate firm and office leasing specialists. Claim 
they: even a layman can find just the right new office 
with the help of an office leasing broker and a space- 
planning specialist. 

The leasing agent finds and analyzes all units of space 
to fit the tenant’s needs. In his turn, the space plannet 
recommends the most eflicient unit and suggests a new 
office plan. Use of such a team insures the interests of 
the tenant. for each member is contributing his knowl- 
edge and energy at the proper time. 

The space planner and the renting agent should be 
called in anywhere from four to six months before any 
move is contemplated. It is of the utmost importance 
that they be consulted early and together. assuring a 
pool of experience and talent. Very often, to the ad- 
vantage of the tenant, their services overlap, allowing 
them to double check with each other and reducing any 
possible margin of error in judgment. 

“We like to start with the tenant’s present premises,” 
says Mr. Dallek. “We check out the space now in use 
and note how it has been adapted. There is always the 
possibility that a move may not be necessary. Some- 
times, with the proper layout, 800 feet can be made as 
functional as 1.100 feet. If the firm has a minimum of 
vrowth possibilities, the overhauled current office may 
do permanently. If not, it may serve for months, giving 
the firm more time to prepare for a new move.” 

But in most cases, tenants move with an eye toward 
expansion, and a much larger office with increased facili- 
ties is in order. This is a phase of the operation in 
which you have two expert minds working for you at no 
cost whatsoever. The oflice planner charges nothing until 
you are satisfied and his plan is completed. There is 
never any bill from the broker—his commission is paid 
hy the owner of the building in which you finally settle. 

The leasing agent knows the market and saves you 


time in following up on vacancies in locations suitable 
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to your firm. Then. after various offices have been 





screened as to location. cost and size. the designer is 
able to help make a choice. He can tell how one type ol 
space may suit your needs better than another. In many 
instances he may find 3.000 feet in one place more suit- 
able than 3.500 elsewhere and save a business firm quite 
a bit of money. 

Mr. Dallek points out that few people realize there 
may be a sharp drop between the amount of space paid 
for and that actually within the office. Often twenty pet 
cent of the space rented is used for public hallways and 
other services on the floor. The space designer. he con- 
tinued, takes this into consideration in planning. select- 
ing and helping the client negotiate the final lease. He 
provides the tenant with the actual facts on space avail- 
able, eliminates vagaries as to what the new office needs 
—in space and new construction. 

Through talks with the client. the leasing expert learns 
of his present operations and what he has in mind for 
the future. He then starts office hunting in much the 
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same manner as one goes apartment hunting. But he 
has the additional knowledge and know-how that coms 
from experien e and an intimate knowledge of the space 
market in the city. He knows what's available and for 
how much. 

“No stone is left unturned,” says Mr. Huberth. “In 
addition to the space, price and locale. we also check 
such incidentals as transportation facilities, building 
services (elevators, air conditioning, heat, cleaning, etc. ). 
type of tenants in the building and trends in the neigh- 
borhood.” 

Broken down. this is what a space broker such as 
Huberth & Huberth does for its clients: 

i. Prepares an analysis of various neighborhoods so 
that you can select the best area for your purposes, the 
one most convenient for your customers and employees. 

2. Reports on all new construction and available space 
in existing buildings in the neighborhood you favor. 
The report will cover: 

Description of office space available. 
Cost of rental and terms of rental. 
Alteraiions by landlord. 

Percentage of usable space. 


Description of building. 


Building services. 
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@ Other tenants in building. 

® Location of nearby transportation. 

® Date when you may take possession of office 
space. 

}. Offers, in conjunction with the space planner, his 
own recommendations on each office space unit submitted 
to you. 

|. Negotiates in your behalf to obtain the best possible 
terms. 

The broker's work does not end when you finally 
select your new oflice space. Rentals and repairs to be 
done by the landlord are negotiable. Essentially it is a 
compromise between the budget of the tenant and the 
demands of a building owner. 

“From our long experience, we know the landlord’s 
negotiating position, what he is able to do and what he 
has done for others. We are prepared to take full ad- 
vantage of this knowledge to work out a far more attrac- 
tive lease than can be made without professional aid.” 

While the renting agent is talking dollars and cents, 
the oflice planner is busy looking over the new layout 
and bargaining for extras. He knows that his projected 
office plan will require a certain number of partitions, 
electrical outlets, water coolers, floor covering and flood- 
lighting for the reception room. “If we can’t get certain 
extras included in the lease, then we know how to get 
the best price available on additional construction,” Mr. 
Dallek noted. “This type of preparation saves a lot of 
agonizing reappraisal later.” 

When the landlord has finally come to terms with both 
the broker and the office planner, the “paid” portion of 
the designer's work begins. He starts out with the fol 


lowing facts (Continued on page 51) 


25 














RLS 


OLEY 


by BARBARA WIEST 





@ Have you ever opened a letter to discover a 
small slip of mimeographed paper reading: “I 
am sure you understand what the doctor’s mail 
must be like. He sent this message to you on his 
battery-run SoundScriber through a group of 
volunteer typists. Please help Dr. Dooley by ac- 
cepting this rather strange way of his getting a 
personal answer to you from his high mountain 
valley . . . a half a world away”? You have if 
you ve ever written to Dr. Tom Dooley. 

What's the story on this “rather strange way” 
of answering mail? 

Well . . . tucked into the anonymous corners 
of various New York offices are approximately 
thirty secretaries who call each other “disc girls.” 
After work, they give up their leisure time for 
something more humanitarian—handling the per- 
sonal mail of MEDICO’S top man. 

One night around 5:30, they gathered at 420 
Lexington Avenue in the hectic, harried office of 
MEDICO. Their “boss” was in town. 

“You're from General Motors?” he asked, 
grinning at one of the girls in back of him. “And 
who's here from ABC?” These and similar re- 
marks were heard in the private office of a man 
of whom the United States can be proud: Dr. 
Thomas A. Dooley, jungle doctor. 

The casual caucus was arranged to discuss 
some of the questions that had come up during 
several months of supervising Dr. Dooley’s corre- 
spondence. “You're doing a wonderful job,” the 
doctor said earnestly. “All | ask is that you 
don’t flood me, ’cause | get another fifty letters 
a day in Asia—add that to the forty to seventy 
packages that come in and I’m swamped.” He 
added wistfully, “Just think—if postage for each 
package cost the sender $10, that’s $400 I'd have 
for MEDICO.” 

His MEDICO program, a nonprofit medical 
agency that collects funds to establish hospitals 
and send volunteer physicians and medical aid to 
underdeveloped countries, was founded under the 
International Rescue Committee. That was in 
1958. A year and a half later, MEDICO became 
an independent organization and currently it 
supports seventeen projects in twelve nations 
around the world. 

Dr. Dooley’s stories of depression, fear and 
wretchedness in the Eastern Asian villages he 
calls home attracted world-wide attention. 
Through the publication of his three books and 
numerous magazine and newspaper articles 
about him and his work, his popularity and repu- 
tation as “the splendid American” increased. 5o 
did his mail, and with it the problem of handling 
the steadily growing piles of envelopes, cards and 


packages. 
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Dr. Dooley. during a recent visit to the United States, meets 
with the MEDICO secretarial transcribing team. Miss Teresa 
Gallagher of the Metropolitan Life Insurance Company (seated 


ganized this special group. 


extreme right) 
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\ devoted supporter of this energetic man is a young 
woman named Teresa Gallagher, secretary to James 
lk. MeGurk at the Metropolitan Life Insurance Company 
in New York. One day. several years ago, she glanced 
it a company library list distributed monthly among 
employees. A title, “Deliver Us From Evil,” attracted 
her attention and she decided to read it. 

When she'd finished the report of the relief and 


ince given to 600.000 Vietnamese refugees who 


assist 


fled from Communist rule in the north to freedom in the 


south, she wrote the author. Dr. Dooley, a thank-you 
note “as one American who really appreciates what 
you re doing.” 

Some time after that. President Eisenhower originated 
a “People to People” program. He asked that everyone 
in his own personal way try to keep in touch with peo- 
ple overseas. It seemed natural to Tess to think of some- 


thine special. 
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Her method of keeping Ike's program alive was to 
form Dooley Aid Clubs at Metropolitan Life. Their 


purpose: to collect money and other contributions fo1 


Dr. Dooley, back in Laos again fighting disease. The 
idea caught fire and spread. Today people in business 
organizations and private clubs all over the United 
States are helping MEDICO to help others to help them 
selves. Gifts—anything from seeds to soap to dollars 
also arrive from schools. 

In the beginning, Dr. Dooley used to answer all his 
own mail. He'll tell you proudly, “I made it a point to 
write ten letters a night. After a while, it went up to 
fourteen.” 

Suddenly 


lowed by an immediate operation to remove all traces of 


trouble. A malignant chest tumor. fol 


it. At the same time, some of the muscles of Dr. Tom’s 
right arm were removed. After his discharge from the 


hospital. he asked Teresa to get a temporary leave 





of absence from MLI to work with him for three months. 

Since the doctor couldn't use his arm without extreme 
pain, Teresa found him a SoundScriber, a_battery- 
operated dictating machine about the size of a shoe box. 
Dictation can be recorded on a small disc that is later 
used for playback. 

This “muscle replacement” accompanied Dr. Dooley 
on his post-operation lecture tour, and on the discs he 
acknowledged the hundreds of cards and messages re- 
ceived during his convalescence. The records were sent 
back to Tess, who had the letters typed and awaiting his 
signature when the tour was over. 

This was the actual beginning of the “disc team.” 
Tess was working in the new office of MEDICO, strug- 
gling with the mail that was now arriving daily in scores 
of fat sacks. “Everywhere he went, people wrote,” she 
recalls. To help her, Teresa enlisted the aid of twa 
secretaries at United States Steel. Betty Moul and Kay 


Scanlan. Having read about Dr. Dooley, they had gone 


to see him while he was in the hospital and offered to 
help. The doctor sent them to Teresa at MEDICO. where 
they soon relieved Tess of some of the work. 


The SoundScriber had passed its trial test. Dooley 


and it were friends, inseparable by necessity. When he 
returned to Laos to supervise the hospital he'd helped 
establish at Muong Sing, the machine went with him. 

The disc team increased. mainly by word of mouth. 
Tess scouted around in her own company, MLI, and 
came up with thirteen willing workers. Others, wanting 
to help, came to the disc team from ABC, General 
Motors, Stone and Webster. New York Telephone Com- 
pany. Calvert Distillers, Stauffer Chemical and the New 
York Department of Hospitals. The most recent addi- 
tions are two “suburbanites’—one from Pittsburgh. 
Pennsylvania, the other from Walden, Massachusetts. 
The two newcomers manage correspondence for two 
other MEDICO doctors in Africa and Vietnam. 

A definite system was set up. The mail is first culled 
where it arrives: in the MEDICO offices. There one of 
the secretaries decides which letters to keep (for ex- 
ample, those concerning lecture requests for the doctor) 
and which letters should go to the dise girls. The latter 
are passed on to two disc girls whose job it is to read 
and label the letters. These are then placed in piles ac- 
cording to their content—they might be project letters 
(what does Dr. Dooley need? what can I do to help? ), 
fan mail (may I| have your autograph? ), or just those 
stating that “I heard your lecture in Omaha and thought 
you were wonderful.” 

From the readers, the letters proceed to the other disc 
girls, either for typewritten answers or referral to Laos. 
To save Dr. Dooley time, those that go to him for per- 
sonal scrutiny have their message summed up in a few 
penciled words at the top of the page. Or the readers may 
circle and underline important sentences or questions. 

Each secretary is responsible for a certain task. Two 
read, four take care of the project letters, two handle the 
filing and one girl does all the ‘thank-you notes for 
money and gilts received. 

To give Dr. Dooley time to be what he is—a doctor— 
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the girls try to answer as many letters as possible them- 
selves. They have devised another mimeographed ex- 
planation that they attach to their answers: “We are a 
group of volunteers trying to handle Dr. Dooley’s mail. 
We hope you won't be too disappointed in receiving an 
answer from us instead of Dr. Tom, who is busy setting 
up MEDICO programs. This huge task he has under- 
taken makes it rather impossible for him to handle the 
mail that is pouring into his New York office. 

“You will do Dr. Tom a great service by accepting 
this letter from us, for by so doing you will make it 
possible to keep the administrative costs of MEDICO 
down. In this way. contributions may be fully used in 
carrying on the program to take care of the sick around 
the world. We do hope you understand.” 

Any letters that puzzle the girls end up on Teresa 
Gallagher's desk. Those to be answered by Dr. Dooley 
are packaged and sent to him for reply “by disc.” Tess 
thinks all “God bless . 


Tom—‘It’s important to his morale.” 


.. letters should be seen by Dr. 


She continues, “First his health and now the revolu- 
tion promote the mail. And if he goes on a television or 
radio program, more mail arrives than we can take care 
of. After his operation, the count was 5,000 letters a 
day.” 

The efficiency and organization of the disc team is 
astonishing, especially when you hear Tess say, “We're 
just like ships that pass in the night—we never see each 
other.” Entirely on a volunteer basis, the work isn’t 
even begun until after the secretaries’ regular office 
hours. “Our shift usually runs from five to midnight, 
plus weekends.” adds Teresa. 

A great proportion of the mail comes from young 
Americans who are “doing things for Dooley.” “It’s 
very edifying.” says Tess. “They have shows in their 
back yard or sell doughnuts at school—their imagina- 
tion for money-making schemes seems unlimited. 

Some of the gifts Dr. Tom receives are not without 
humor. Once a school boy wrote from California telling 
Dr. Dooley he would send him anything he wanted 
“just name it.” Late one night in the jungle. Dr. Tom 
yawned, stretched and thought about what he'd like at 
that very moment. He decided he felt like having some 
blueberry muflins and into the recorder went the re- 
quest. A few months later, no less than 3.000 packages 
of muffin mix went off addressed to the hungry doctor. 
Needless to say. it ll be a long time before Dr. Dooley 
craves blueberry muffins again! 

By Teresa’s calculations, the disc girls have put in 
1.000 hours of work in the period of time between July 
and September. This amounts to $12,000 saved for 
MEDICO (enough to take care of 16,000 kids, accord- 
ing to Dr. Dooley). 

With pride, Teresa says, “We try to make our letters 
good-looking—I don’t think you'll see a mistake.” 

During his last lecture tour in the United States, Dr. 
Dooley received an ash tray from a blind boy. He wrote 
a special note of thanks to the boy via disc, and one of 
the girls offered to compose the letter in Braille. Now 


(Continued on page 52) 
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To The Teacher— 
It is our hope that you will be able 


to use some or all of the projects 


This month’s issue of the TEACH- 
listed on the following pages. 


Best wishes are extended to you for 


a most enjoyable holiday season. 
Joan Sivinski, Editor 


SECTION 


ER’S SECTION is devoted to projects 
that you can use in your classes to 


coincide with the holiday spirit and 


still have the students learn the sub- 
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BOOKKEEPING PROJECT 
After reading ‘‘The Wonderful World . . ."" on page 17 


Dear Students: 

Since I am a bit disturbed about my financial condition this 
season, I should like very much to know my net profit or loss and 
my net worth before I start out this,Christmas Eve. 

From the Trial Balance given below, would you please prepare 
the proper statements (Work Sheet, Profit and Loss Statement and 
Balance Sheet) to show these facts and mail them to me as soon 
as possible. 





Sincerely yours, 








Santa 
SANTA'S SHOP 
Trial Balance, December 15, 1960 

Cash in Snow Bank $ 500.00 
Parents of America, Inc. 10,000.00 
Toy and Candy Inventory 5,000.00 
Candy-Making Equipment 750.00 
Toy-Manufacturing Equipment 1,000.00 
North Pole Home 3,500.00 
Reindeers and Harnesses 1,600.00 
Sleigh 300.00 
Mama Doll Company $ 2,850.00 
Candy Canes, Inc. 3,650.00 
Butter Pop Corn Company 900.00 
Toys for Girls Company 4,350.00 
Santa's Shop, Investment 15,000.00 
Toy and Candy Sales 11,050.00 
Toy and Candy Purchases 15,000.00 
Reindeer Feed Expense 75.00 
Repairs to Reindeer Harnesses 50.00 
Star Light Expense 25.00 

$37,800.00 | $37,800.00 














(The Toy and Candy Inventory, December 15, 1960, is $11,052.00) 
NOTE TO TEACHER: Duplicate the above letter and Trial Balance sheet 
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FOR THE BEGINNING SHORTHAND CLASS 





At this time of the year, you are 
trying to make sure each student 
knows all the shorthand brief forms 
and recognizes all of them auto- 
matically. Have some fun reviewing 
them by playing Shorthand Bingo. 

Give each student a sheet of paper 
4 inches wide and 5% inches long. 
Leave a 1% inch top margin; divide 
the remaining length into 1l-inch 
columns. Divide the width into 5 
columns % inch wide. Have the stu- 
dents write in longhand BINGO in 
the top column. Then have them 
write in shorthand any brief forms 
they can think of, writing 1 brief 
form in each of the boxes. It will 
probably take them between 10 and 


15 minutes to complete their cards. 

Have each brief form written on a 
small, separate sheet of paper for the 
person who acts as the caller. Usual- 
ly the caller is the winner of the pre- 
vious game. 

To indicate the brief forms called 
out during the game do not use corn 
or small slips of paper, but have the 
students write in the corresponding 
square of the brief form the following 
letters for each of the games: 

B for the first game. 

I for the second game. 
N for the third game. 
G for the fourth game. 
O for the fifth game. 


Below is a sample Bingo card. 





G| 0 
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FOR THE GENERAL BUSINESS CLASS 





1. Begin class by saying some- 
thing to this effect: Today is Decem- 
ber 5. Do you know what that 
means? It means there are 18 more 
shopping days before Christmas. 

For a moment, think back to last 
Christmas. Were you happy on that 
day? Were you satisfied with the 
gifts you had purchased to give to 
your family and friends? Or, were 
you a little dissatisfied and wished 
you had had more money to buy 
other gifts? In fact, did you feel 
guilty and decide that this year you 
would give a better gift to certain 
members of your family? 

Why did you have trouble getting 
the gifts you really wanted to give? 
Was it because you didn’t have 
enough money? Was it because you 
saved your shopping to the last min- 
ute when the selection was limited? 
Was it because you spent too much 
money on one gift, leaving not 
enough for another gift? Could you 
have budgeted your money with a 
little preplanning and have spent just 
as much but have been more pleased 
with all of the gifts? Or could you 
have made a better selection of gifts 
by putting more thought behind each 
purchase ? 

By your faces, it seems you think 
you could have given better gifts. 
Would you like to improve the qual- 
ity of your Christmas shopping this 
year? Well, in that case, we had bet- 
ter get started on our Christmas lists. 

2. Have the students make a tenta- 


tive list (assure them that you will 
never collect or ask to see their lists) 
of the people to whom they will give 
gifts; in the second column, the items 
they would like to give them; in the 
third column, the approximate cost 
of each item. 

3. Now you are ready to begin the 
unit on planning the use of money. 
The stage has been set and the moti- 
vation instilled. The stu- 
dents will read the first chapter on 
general use of money with no difh- 
culty at all. 

1. When the students read the 
chapter on making and keeping a 
budget, have them plan their Christ- 
mas shopping budget. 

5. Once they discuss the general 
principles to be considered, they will 
want to consider the specific princi- 
ples involved with items on their own 
Christmas lists. 

6. Then have them begin their 
shopping. The next day, their assign- 
ment is to discuss a choice of buying 
two items that they found for one 
gift and why they selected one item 
over the other and thus got their 
money's worth. 

7. Have them keep a record of 
each gift purchased and the price. 
At the end of the unit have them 
compare their second list with their 
first list. In all cases they should 
have purchased approximately the 
same items that were listed on the 
first list and be really satisfied with 
the value of each gift. 


has been 
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FOR THE OFFICE PRACTICE CLASS 





After reading “Product Points" 
on page 15 

Duplicate on a master the purchase 
order shown below. Divide the master 
in half and type two purchase orders 
on it—one on the top half of the 
master and one on the bottom half 
of the master. 


Have the students complete the 
first purchase order with you so that 
every student will know how to cor- 
rectly complete the blanks on the 
form. Then give the students 15 
minutes to type purchase orders for 
each of the products listed in the 
“Product Points.” 

















Date: . 
Invoice No: 
To: Glue-Fast Equipment Co. 
13 White Street 
New York 13, New York 
Quantity Description Catalog No. Unit Price Amount 
2 Gummed Label Moistener Model S $5.00 $10.00 
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TYPEWRITING PROJECT 





After reading “Disc Girls for 
Dooley”’ on page 26 


Duplicate the following letter that 
Doctor Dooley sent to the students 
at John Philip Sousa Junior High 
School. Have the students practice 
typing one paragraph each day as 
part of the warmup exercise at the 
beginning of the class. 


John Philip Sousa Junior High School 
c/o Miss Lucille Di Domenico 

1914 Bussing Avenue 

New York 66, New York 


Dear All of You: 

I hope that the below letter will 
be of use to you. I am honored that 
you have asked me: 

Dear Editorial Board of The Blue and 
Gray: 

It is very kind of you to ask Tom 
Dooley to write a letter to all of you. 
I am, indeed, honored. 

As you read this letter, you sit in 
the civilized world. I live in the 
world beyond. More than mere miles 
separate us. At home in America, 
you have all the comforts of health 
and happiness and security. Here in 
the high valley of Northern Laos, in 
these stark, hot hills of Asia, people 
are born darkly, they live darkly, 
they die darkly. Even though the 


colors of the streaming sky at sunset 


are staggering; even though the rose 
and purple are soft and they flow on 
the faces of our people with gentle- 
ness . . . nevertheless, this part of 
Asia is raw and naked and ugly. The 
people are wretched and sick and 
they lack so very, very much. 

A challenge is flung to all of us 
who are born in freedom, freedom 
from pain and freedom from want. 
The world in Asia is one great groan 
of agony. The world in America is 
one great land of comfort. 

The best way to bridge this gap 
between peoples is with the powerful 
thing called love . . . and the action 
that love produces. This action can 
be in the form of help to medicine, 
help to education, help through money, 
or help through simple understand- 
ing. But all these things are predi- 
cated on first . . 
need. 

I urge all of you at John Philip 
Sousa Junior High to become aware 
of the needs that exist in the world. 
Project yourselves beyond your cam- 
pus, your continent, and your cus- 
toms. Look at the simple humanity of 
the world . . 


. knowledge of the 


. and listen to its cry. 

Seek a channel to be of service to 
the people who “ain’t got it so good.” 
Search for some investment of your 
humanity. Find a way to invest a 
chunk of your life for the people over 
here. If you do, you will know the 


7-T 








sweetness of achievement and the 
quiet glow of happiness that comes in 
the heart. 

Your book is dedicated to Dr. 
Albert Schweitzer. Doctor Schweitzer 
is the man who has given direction 
to my life. May I pass on to you the 
words that Doctor Schweitzer told me 
many, many years ago around the 
dining room table at Lambarene. “I 
don’t know what your destiny will 
ever be, but this | do know . . . you 
shall always have happiness if you 
seek and find how to serve.” 

He later sent this message to all of 
the doctors of MEDICO . . . and I 
pass it on to all of you reading The 
Blue and Gray. “Learn that the most 
powerful instrument in the arms of 
today is love . . . love among all men.” 

Again, my very best wishes to all 
of the graduating class and the stu- 
dents who are coming up the line. 
Best wishes from half a world away. 

Very sincerely, 


Thomas A. Dooley, M.D. 








SHORTHAND PUZZLE 
WORD KEY 


12. 
13. 
15. 
16. 
18. 
19. 
21. 
23. 
24. 
26. 
29. 
31. 
34. 


ted 


35. 
37. 
39. 
41. 
42. 
13. 
MA. 
45. 
46. 
47. 
. With 
50. 
52. 
34. 
56. 
58. 
60. 
63. 
65. 


HORIZONTAL 


. Flame 


Alas 
Codes 
Limb 
Freeman 
Crow 
Ideals 
Owes 
Answer 
Eats 
Blow 
East 
Omit 
Pin 

Icy 
Age 
Case 
Vie 
Play 
Boat 
Ate 

Ail 
Able 
Offer 
Cannot 
Arrow 


Echo 
Rod 
Pennies 
Days 
Essay 
Obey 
Global 
If 


67. 
70. 
71. 
74, 


— ef 


io. 
76. 


fd. 


Mey rrpr 


Appeals 
Read 
Adverse 
Sell 
Acres 
Honors 
Veto 


VERTICAL 
Fly 
Leaders 
Amy 
Air 
Leo 
Aims 
See 
Oaks 


Dreary 


. Soar 

. Forced 
. Nail 

. Lea 

. Know 

. So 

3. But 

4. Elevator 
. Tie 

. May 

. Edge 

. Puts 

. Neatness 
. Spare 
3. Elbow 

. Coffee 

. Attract 
. Aisle 


 —— 





SHORTHAND PUZZLE 
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SPECIAL INDUSTRY DICTATION 





Based on Insurance Terms—page 41 


Before dictating the following specially-prepared letters, you will 
need to preview all italicized terms appearing in the letters. Have the 
students write each word two times, spelling and pronouncing it as 
they write, or preview the words by writing them on the blackboard. 


Dear Mr. Woon: 

In reply to your letter dated 
November 30, 1960, we are happy’ to 
write you that your request to convert 
your Participating Insurance Policy 
#123456’ to a Nonparticipating Or- 
dinary Life Policy has been approved 
by our underwriters.* 

Because five years have elapsed 
since the effective date of your present 
policy and the age at issue has also* 
changed, the enclosed amendment 
will be necessary. We have also in- 
cluded in the amendment the names’ 
of the contingent beneficiaries. This 
is required by law of all companies 
that are domiciled in® the state of 
Nebraska. 

In accordance with your request, 
we shall use the cash surrender value 
of your’ participating policy as cover- 
age for the first annual premium on 
your new policy. 

Enclosed are* the forms for your 
endorsement. These forms must have 
a countersignature and be returned 
to this office at your’ earliest conven- 
ience. Should there be any other 
change, please advise us by return 
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mail so that we can forward your’® . 
new policy to you without any fur- 
ther delay. 

SINCERELY yours, (213) 


Dear Mr. SMITH: 

We are indeed happy to inform 
you that your 20-Year Endowment 
Insurance Policy’ #349007 will reach 
maturity on its anniversary date, De- 
cember 15,’ 1960. The face amount 
of three thousand dollars represents 
a goal towards which you have worked 
for® the past two decades. We are 
delighted to have had a part in help- 
ing you attain this goal. 

Since you chose to select* a par- 
ticipating plan of insurance, the face 
amount has now been increased by a 
total accumulation® of $115 in divi- 
dends and interest. If you will for- 
ward to us your matured’ endowment 
policy, we will then send you a check 
for $3,115. 

It has been our’ pleasure to assist 
you during these many years. If we 
can be of any further service to you, 
please do not* hesitate to contact us. 

CorDIALLY yours, (168) 
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HUMAN RELATIONS PROJECT 





After reading ‘‘The Human Side”’ 
on page 11 

Christmas is a wonderful time of 
the year. But it brings with it many 
questions to the young secretary. 

Set aside 5 to 10 minutes each day 
for discussion of the following ques- 
tions. 

Twenty questions have been pre- 
pared—one for each day of the 
month of December. 

You may want to write the ques- 
tions on 18 by 26 inch sheets of 
paper or large construction sheets of 
paper. For the easiest way of letter- 
ing, use a felt tip pen. Place the poster 
with that day’s question in front of 
the room on one of the side black- 
boards. Label this side of the room, 
“Today’s Question in the Human Re- 
lations Clinic.” 

1. Should a secretary accept a 
Christmas present from her employer? 

2. What type of Christmas pres- 
@uts are usually given by employers? 

3. What should the secretary say 
when the gift is given to her? 

4. If the gift is on the secretary’s 
desk when she comes to work, should 
she open it at the office or should she 
take it home unopened? 

5. When should a secretary write 
a note of thanks? 

6. Should a note of thanks be writ- 
ten to the employer at his home ad- 
dress or at his office address? 

7. When writing a note of thanks 
to the home address, should the secre- 
tary address the letter to the employer 


or to his wife and him? 

8. Does a bread-and-butter letter 
have an inside address? 

9. What is the usual complimen- 
tary closing in a bread-and-butter 
note? 

10. Should the secretary sign her 
name by writing her first name only 
or should she write both her first and 
last names? 

1l. Does the secretary ever sign 
(Miss) in parentheses before her 
name? 

12. If the personal bread-and-but- 
ter note is typed, should reference 
initials be included? 

13. What kind of stationery is best 
for thank-you notes? 

14. Is the secretary expected to 
give the employer a gift? 

15. A secretary has been with a 
company only a month, yet she plans 
to send employees Christmas cards. 
How soon should they be mailed? 

16. If other girls receive gifts from 
their employers but the new secretary 
does not, should she feel insulted? 

17. The office is having a Christ- 
mas party. The new secretary would 
like to go with someone from the 
office but no one has asked her to 
join them. How can she get herself 
invited and still not appear “pushie” ? 

18. Is it a wise idea to leave a 
Christmas party early? 

19. How can a girl be gracious 
when leaving a party early? 

20. What types of clothing should 
be worn for a Christmas party? 
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THE BRAIN PICKER (Part 1) 


A five-part serial by Raymond Dreyfock 


SO GIVE HER ‘Cherished 
Moment,’ the fragrance of the stars, 
so madly flattering, so excitingly 
feminine. ‘Cherished’ Moment,’ from 
your heart to hers. ‘Cherished Mo- 
ment,’ by Les Freres Blanche. Sold 
at better salons everywhere. And 
now—”* 

Barry Lindstrom, programming di- 
rector for United Broadcasting Affili- 
ates, flicked a switch and killed the 
tape” recording of last night’s Les 
Freres Blanche TV extravaganza. At 
the moment, the FB account was a 
very’ ripe plum that the chief, the 
big, big chief, Daniel C. Wilcox him- 
self, wanted badly to snatch for UBA. 

Mr.* Lindstrom, whose friendly, 
pleasant features were creased with 
frown lines, fruit of years of service 
to the industry, gazed across® his desk 
at his attractive young secretary. 

“Well, Joyce, what did you think of 
it?” 

“Not bad,” Joyce mused, “but not’ 
especially good either. Pretty ordi- 
nary, | thought.” 

“My feeling exactly,” her boss 
echoed. “Lacks luster. If* the show 
drops again this week, five will get 
you ten FB will be thinking in terms 
of a change for the new series.” 

“Plum is ripe for the picking,” 
Joyce said pertly. “Think of anything 
new for the FB presentation?” 

Mr. Lindstrom*® frowned. “Couldn’t 
get to it today. Been tied up with 
that Citroo-Sweet project.” 
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Joyce raised her eyes. “Isn’t that 
Jason’ Trent’s baby?” 

Her boss pushed a piece of hair 
back from his forehead. “Yes, but he 
hit a snag and asked me to give it a’” 
whirl, too. You know, two heads and 
all that nonsense.” 

“Two heads,” Joyce repeated acid- 
ly. “Your brain and Trent’s lips.” 

“You’re not being’® fair,” Mr. 
Lindstrom said. “Trent is all right. 
A little too smooth, perhaps, but he 
works hard. Helping him out of a‘ 
spot is the least I can do.” 

Joyce sighed. “I’ve been your sec- 
retary almost five years now. I should 
be used to you. This’® isn’t the first 
‘Jason Trent’ you've helped out of a 
spot, but it’s the most vicious. Trent’s 
chief survival tactic is to’® pick the 
brains of creative men like yourself, 
then peddle the pickings to Mr. Wil- 
cox as his own thinking. .. . And,”*’ 
she warned, “if he thinks you have 
any good ideas for the FB series, 
he’ll use you on that score, too.” 

“You’re too** quick to jump to 
conclusions,” Mr. Lindstrom _pro- 
tested. “If we work together, any- 
thing we produce will be’ presented 
in unison, as a joint effort.” 

“Do you really believe that?” 

“I shall, until it’s proven*’ other- 
wise. That’s the basis of our law, by 
the way. Innocent until proven guilty.” 

“Well, in this area at** least, Trent 
is unsurpassed,” Joyce conceded. “He 
never gets caught.” 

Her boss flipped through some pa- 
pers on his desk. “Here—I’ve been** 
toying with some slogan possibilities. 
How do you like this? “Give Your- 
self a Treat; Try Citroo-Swee!—A 
Most Fruitful**® Experience.’ ” 

“Hmmm.” Joyce rolled over the 
words in her mind. “I like it. I like 
it.” 
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“Trent liked it, too. Thought we 
might” tie it in nicely.” 

“Oh, no! You didn’t give it to 
Trent!” 

Barry Lindstrom gave a mock 
shudder. “You make it sound as”® if 
| handed it over to CBS.” 

“Trent would stoop to that, too, if 
it furthered his ends. He won’t have 
to, though.*® He'll simply go to Mr. 
Wilcox with the slogan and shyly 
admit that he received the inspiration 
at*’ four in the morning while lying 
awake dreaming up ideas for UBA. 
Mr. Lindstrom, that man will stop”* 
at nothing to step’ into Mr. Wilcox’s 
shoes when he retires”—she paused 
for emphasis—‘“just six months from 
now!"’*° 

Mr. Lindstrom threw up his 
hands in resignation. “Your Honor, 
the defense rests. And if the prose- 
cuting’® attorney doesn’t shut up 
pronto or sooner, she’s going to get 
thrown out of here on her gorgeous 
left ear.” 

Joyce compressed” her lips. “Do 
I have to beg? Please take this seri- 
ously. You’re so engrossed in your 
projects and presentations” you don’t 
see the forest for the trees. Or may- 
be you've just lost interest in Mr. 
Wilcox’s job.” 

“Now I’m touched* to the quick.” 
Her boss smiled gently. “Talk about 
Dan Wilcox’s job and you hit where 
it hurts most. Man, what I couldn’t** 
do as head of UBA. The plans | 
have, the ideas. For the network, for 
the cultural advancement of** the in- 
dustry. Maybe I’m reaching for the 
moon, Joyce, but what finer niche 
could a man aspire to in this business” 
than the one occupied by Daniel C. 
Wilcox today?” 

Joyce murmured softly, “Which is 
precisely why it fairly*’ consumes me 


to have to sit by like a simpleton while 
you offer your future to Jason Trent 
on a silver® platter.” 

Mr. Lindstrom gave her a paternal 
grin. “Never fear, my dear. Justice 
will triumph. I think you’re wrong 
about”, Trent, and as long as we’re 
both batting on the same team, I'll 
pinch-hit for him whenever neces- 
sary.” 

In the** meantime, while Joyce 
was futilely trying to convince her 
ever-trusting boss of the folly of his 
ways, another*’ meeting was in pro- 
cess in another office, high up in the 
penthouse suite of the UBA building. 
The** network’s project planning 
chief, charming and suave Jason 
Trent, was engaging in conversation 
Daniel C. Wilcox,** aging dean of the 
industry and head a the giant net- 
work. The subject under _ embrred 
was the Citroo-“*Sweet TV series. 

Trent was saying: “. . . when Tony 
cues the film, Chuck pans in on the 
girl, then they hit the film clip with*® 
a shot of the grove. After that, the 
new slogan: ‘Give Yourself a Treat; 
Try Citroo-Sweet—A Most Fruitful 
Experience.’ ”*° 

Trent paused to let the words 
sink in. 

Mr. Wilcox nodded slowly, thought- 
fully, in approval. Trent’s features 
brightened.** “Funny thing,” he said. 
“Came to me just like that, at three 
in the morning. Barry liked it too, 
by the way. In fact,** if you'll for- 
give a little self-indulgence, his words 
were: ‘Now, why couldn’t I have 
thought of that?’ ” (976) (Continued) 


THE CHRISTMAS PARTY 


by Sean McNeil 


JIM CARSTAIRS was only twenty- 
eight, but his position and his size 
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belied his comparative youth. To the 
many’ clerks, typists and mail boys 
who worked under him, his title of 
Assistant Supervisor carried with it 
an* almost mystical fount of power, 
so that they regarded him with a kind 
of halfhearted reverence. Halfheart- 
ed® because to Jim’s face they were 
most respectful but behind his back 
they laughed. (“He’s so fat!” Janie 
Adams said to* Carol Smith one day 
when they thought he couldn’t hear.) 

And it was true. Jim lumbered 
whenever he walked and felt their° 
snickering whenever he turned his 
back. He knew he was clumsy, and 
it didn’t help his disposition any to® 
see them in little clusters watching 
him, then looking quickly away and 
giggling. So, although at first he 
wanted’ to smile and say good morn- 
ing, because he was actually a merry 
fellow, after a few weeks on the job* 
he didn’t bother any more. He felt 
sour and looked it. “If only my size 
could do somebody good,” he thought. 

When’® Jim emerged from the 
office of P. J. Winters on the morn- 
ing of December 18 with a “Memo 
from the’® Department Head” to be 
placed on the bulletin board just 
above Outgoing Mail, he knew the 
standard-size black and*’ white sheet 
would move him down yet another 
notch in the scale of personnel rela- 
tions. 

“Look, boss,” he had wanted to’” 
say to Mr. Winters, “I’m just about 
the only contact with policy making 
they have out there. They don’t like’ 
me as it is—and now they're going 
to think I put this idea in your mind.” 

But he didn’t. How could he ex- 
plain’* to such an exalted personage 
as the Department Head that he just 
plain wasn’t liked? He only said, 
“Mr.** Winters. they have been look- 
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ing forward to that Christmas party. 
The only thing it would amount to is 
an hour’® or more of carol singing 
around a Christmas tree—” Jim 
broke off because the old man looked 
as if he were going’’ to have an 
apoplectic fit. 

“They make too much noise, Car- 
stairs,” Mr. Winters roared. “And I 
don’t like noise!” 

“Yes, sir.”” On'* this note Jim 
had moved out of the Ivory Tower. 

And tacked the memo to the board. 
It was addressed “To all members’® 
of the Circulation Department” and 
read: Regrettably, | cannot allow a 
Christmas party this year.*° The 
noise of last year’s event greatly dis- 
turbed other sections. In addition, a 
lighted tree is a fire hazard.”' Signed, 
P. J. Winters. 

“Scrooge has nothing on him,” 
thought Jim. 

He tried to avoid the others in the 
department but couldn’t** wholly get 
away from their resentful looks and 
the disappointed buzz of conversa- 
tion that went all through®® the of- 
fice. When the one person who had 
been at all friendly to him, Bob Lar- 
sen, deliberately went by at** five 
without saying goodnight, Jim really 
felt his unpopularity. 

Unhappily he walked the long 
city’ blocks trying to lift his mood. 
“Isn’t there anything I can do?” he 
asked himself. Outside the warmly*® 
windows of a large store a frozen 
Santa jingled his bell for contribu- 
tions to some seasonal charity.*” In 
spite of himself Jim laughed. “That 
skinny Santa Clause would be a 
darn sight warmer with a bit of my 
poundage,” he* said to himself. 

His thought brought him up 
short. He turned and stared at the 
Santa. A couple following almost 

















tripped over’ him and foot traffic 
on the narrow street was sadly dis- 
rupted. But Jim was unaware of the 
disturbance*® he had caused. He was 
thinking, . . . “he only said a lighted 
wees 

He rushed into the store crowded 
with Christmas shoppers*’ and pushed 
his way to a counter overflowing 
with ornaments, lights, candles and 
finally—trees. He chose a large” 
one sprayed a glittering silver white. 
Then he found the costume counter. 

A short time later he emerged from 
the store** with a pop singer's rendi- 
tion of an old carol echoing in his 
ears. The bulky packages under his™ 
arms weighed no more than a feather. 

For the next week Jim lived on 
pins and needles, the thought of his 
Plan enabling him** to endure his co- 
workers’ whispered remarks. 

On the morning of December 23 
he was at the office*® early. Mr. 
Winters never came in before ten, so 
Jim had plenty of time to dispose of 
some large parcels*’ he had brought 
with him and announce to the de- 
partment that “Mr. Winters wants 
the whole staff to stop by his office™ 
when you get back from lunch.” 
Then he took Bob Larson aside and 
said, “I'll need your help at lunch- 
time, if I can have it.”” 

On their lunch hour in the virtually 
deserted office Jim and a surprised 
Bob put up the tree—right outside*® 
Mr. Winter’s office. When he had 
sent Bob off to lunch, Jim went to the 
storeroom where he had concealed the 
tree and*’ took from a box a large 
red Santa Claus costume—complete 
with whiskers and boots. Then he 
brought out one more thing, a gaily** 
wrapped present shaped like a book, 
and sat down to wait. Inwardly he 
quavered. People had lost their johs 


for less. 

The** department streamed back 
from lunch and forgot to take off their 
coats. They stared at their new 
“Santa” and when Jim said, “The 
boss** wouldn’t give us a party, so 
in the true spirit of Christmas we’re 
giving him one,” they started to 
laugh. He thought** for a minute 
they were laughing at him, but sud- 
denly he realized they were sharing 
the joke with him. And Jim** an- 
swered sincerely with his naturally 
hearty rumble. It was just the way 
Santa Claus should laugh. 

Jim knocked on*’ the closed door. 
“Mr. Winters, can you come out for 
a minute? Sing ‘Jingle Bells,’” he 
told the crowd hurriedly. 

The door opened, and out 
came Mr. Winters. He listened, 
speechless, to the music. He looked 
quite thundrous, so Jim played his 
last** trump. “A gift for you, sir.” 
With a knowing look he handed the 
package to Mr. Winters. The old 
man opened it*® to reveal a copy of 
Dickens’ A Christmas Carol. 

“So you think I’m Scrooge, eh?” 
Mr. Winters said. “Well, I'll show” 
you—” he glowered at them and then 
abruptly ‘started to laugh. “That’s 
some outfit, Santa,” he said to Jim. 
And “Merry*’ Christmas,” he said 
to everyone. (1046) 


HAPPY HOLIDAZE 


BY ROBERTA G. PAVLU 


IT IS A COMMON BELIEF that 
the best part of a trip is planning for 
it. There are probably many of us’ 
who have had the experience of mak- 
ing plans for, say, a trip to the coun- 
try on a summer weekend or a’ visit 
to a big city. It was fun making the 
decision as to which route would be 
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the best, where the group would” like 
to eat and going over a map to see if 
there were any places of interest 
along the way. 

During‘ the trip, while everything 
went well—the food was good and the 
bus trip pleasant—it seemed as 
though something was missing.* The 
reason for this might have been that 
too many plans were made, that in 
making the plans we had already® ex- 
perienced all the fun. 

However, though we make many 
plans for a holiday, it seems that they 
never spoil the’ fun. We may have 
spent many a holiday with our family 
or friends and can anticipate what 
the holiday® meal will consist of. We 
can guess what kind of meat and 
other special dishes will be on the 
table because® they are reserved for 
this occasion. There may be a certain 
aunt or uncle whose every move we 
can describe’® from memory. We 


know just what the uncle will say or 
what funny story he will tell—we hear 


it every’' year at this time. There 
may even be an aunt who gives the 
same gift year after year, most likely 
something she has spent’* the whole 
year making. 

We can think about and plan for 
a holiday all we wish, but we do not 
spoil it when we’* repeat each custom 
again and again. The bright table 
and warm house will be the same. 
We will make the same trip to’* a 
church or temple, the visit to a shop 
for a certain gift. But for some reason 
that cannot be explained, when’® the 
holiday arrives, this day is different. 
Certain thoughts come to each person 
which make this holiday better*® than 
any other that he has experienced. 

Perhaps it is time that makes the 
day more special; we are glad to’ 
be together with the members of the 
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family who may be away from each 
other during the year. It may’® be 
because there is an addition to the 
family with whom we can share the 
spirit of the holiday. 

A*® holiday is special because we 
live it only once a year, every year. 
It is here and will go, but it®°® will 
come again. (403) 


Junior OGA 


The world is crying for men who 
can save it from dissolution, and 
those who can benefit it most are 
those who’ are freest from prejudice, 
hate, revenge, whim and fear. 

Two thousand years ago there lived 
One who saw the absurdity’ of a 
man loving only his friends. If we 
imitate His sublime patience and keep 
thoughts of discord out of® our lives, 
we, too, can work such wonders that 
men will indeed say that we are the 
Sons of God. (76) 


OGA Contest 


We all dream of great deeds and 
high positions, away from the petti- 
ness and humdrum of ordinary life. 
Yet’ success is not occupying a lofty 
place or doing conspicuous work—it 
is being the best that is* in you. 
Rattling around in too big a job is 
much worse than filling a small one 
to overflowing. 

Dream and aspire,” but do not ruin 
the life you must lead by dreaming 
pipe dreams of the one you would 
like to lead. Make the most of* what 
you have and are. Perhaps your triv- 
ial, immediate task is one sure way of 
proving your mettle. Do the® thing 
near at hand, and great things will 
come to your hand to be done. (111) 














Drama for those dress-up 
occasions—Trifari‘s elegant 
“Queen Anne” collar that 
combines pearls with either 


gold or platinum. Matching 


bracelet and earrings. Neck- 
lace, $15. Bracelet, $10. Ear- 
vings, $7.50. At many fine 


stores throughout the coun- 
try. 
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To take along on that midwinter 


skiing 


trip—the best-looking outdoor clothes 
you can find. Prime examples: ski 
sweaters with zing. Left: a bold bright 
Scandinavian pattern bound to stand out 
against the snow. This wool slipover has 
a mock turtle neck, comes in triple- 

color combinations. $14.98. Right: 
White (and what's more flattering?), gaily 
striped in red, royal or charcoal. $24.98 
Both sweaters by Olympic Knitwear. 





To add to your bracelet—something very 
new, very different—charms that light 
up at the touch of a finger tip (thanks to 
minute bulbs and batteries). In 14-kt. 
gold, priced at $35 and up. Expensive, but 
such a nice self-gift. From Marchal 
Jewelers, 745 Fifth Avenue, New York 22. 



















To tuck in a handbag, to peek from a pocket, to 
drop discreetly—handkerchiefs from Switzerland. 

Lace, embroidery, petit point make them utterly 
feminine. At all fine stores throughout the 


country. 


To wear with a “money is no object” air— 
a short cape of white French lapin. Stand 
away collar has pretty white grosgrain in- 
serts. The price—an unbelievably low 

$89.50, tax included. From K. Hartenstein 
Furs, 847 Madison Avenue, New York 

New York. 




















































1. Schiaparelli’s Creme Pour Massage to 
make any girl's skin silken smooth. Plastic 
bottle has dispenser top. Nine ounces, $3 
Extra special: team with a pair of pretty 


white gloves 


2. A brand new fragrance—Madame Rochas 
-for the woman who likes to be differ 
ent. Basically floral, wholly captivating 


Eau de Cologne Atomizer, $6 plus tax 


3. Any angels on your list? For them, 
their own Angel Face—Pond’s powder 
and foundation in one. In cases to go 


with the loveliest halos. $1.25 plus tax 


4. The best-looking legs in town for 
the girl who receives the new Lady 


Remington shaver. Pretty, practical. $18.50 


5. Tinkerbell’s Bubble Bath Packets to 
delight the littlest ladies. Twenty fragrant, 
bubbly baths, $1 plus tax 


6. To hang on a friendly Christmas tree 
—Prince Matchabelli’s Perfume Purse Dis 
penser enmeshed in glamour. Wind Song, 


Stradivari, or Beloved—each $3 plus tax 


7. Gifted Twosome—Charles of the Ritz 
matching compact and lipstick sets. Left 
white/gold plastic, $4 plus tax. Right 
black/gold metal, $7 plus tax. Both com 
pacts come “empty” to be filled later with 


personalized blend of face powder 


8. Duet on a familiar theme—Perfume 
and Eau de Toilette by Evening in Paris 
Boxed in silver and blue, $1.75 


9. Soap Bon Bons—six in all—by Dorothy 
Gray. Floral Fantasy, Jasmine Bouquet, 
Pink Bouquet, Sweet Spice—choose the one 
she'll like the best. Just $1. Why not add 
: 


a huge bath towel in a matching color? 


10. Miracle by Lenthéric to fill the holi 
days—and long after—with a beautiful 
blend of blossoms and spice. One-half 


ounce, $10 plus tax 


a at 


11. For the lass with the beautiful hair— 
Breck Shampoo plus a purse-size Hair Set 
Mist. Ready for gifting, $1.75 


12. To please the most discriminating— 
Incanto Dusting Powder by Simonetta 
Bright red puff adds a Christmas accent 
to the black and white box. $5 plus tax 


13. Times six—Chesspiece bottles of the 





famous Mary Chess perfumes in a useful 





many-drawered Spice Box. $7.50 plus tax 
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EXPERTS 


Continued from page 23 


Thus she has the extra energy and care- 
free enthusiasm she needs to carry her 
heavy work load. 

In many marriages a husband gives 
his approval in a disguised form. The 
“Let her if she 


rather than, “I'm glad she’s 


man who savs, work, 
wants to.” 
working.” can thus fulfill his unconscious 


need for at least partial dependence, 
without wounding his male ego too much. 
He may even be thought of as a pretty 
liberal sort of guy. 

The jobwife who freely admits her 
boredom with domesticity is displaying. 
even today, a good bit of social heroism. 
Few women either publicy or privately 
can be so blunt without incurring general 
censure or a sense of guilt. And though 
we may not approve or share this wom- 
an’s attitude, it should not minimize our 
respect for the fearlessness of her in- 
sight. When she says that her life is 
“normal” for her, rather than the “nor- 
mal” which is meant by a daily round 
of housekeeping, we can be pretty sure 
active thinking—rather than unconscious 


motivations—inspires her choice of 


behavior and activity. Otherwise, she 


couldn't be as frank as she is. 

Of course, its far from easy to gain 
insight—to tangle with facts that may 
turn out to have unpleasant or disagree- 
able strings attached. It’s difficult too, 
healthy 
science. Hardest of all perhaps is facing 


to live with a and active con- 
facts about ourselves. Searching for these 
intimate truths in a welter of conflicting 
needs, ambitions ‘and desires is a tough 
and often ill-repaid job. Every one of us 
knows this daily human struggle between 
“T want” and “You need” . . . between 
what is owed one’s self and what is owed 
another. Indeed, there are few working 
wives and mothers who have any time for 
reflection. 

Nevertheless. the development of true 
insight is vital since it carries a_ two- 
fold benefit. A representative of the 
Community Service Society of New York 
that the first benefit of  in- 


suggests 


sight is that it provides the working 
wife with self-understanding—a major 


weapon against self-delusion. We suggest 
that its second benefit is that true insight 
into our motivations can guide us in 
establishing honest personal and social 
values of conduct and thought. It can 
help us know how to put first things first 
and can guard us against the compla- 
cency of natural selfishness. 

In view of all we have said about 
the pre-eminence of woman's biological 


role in relation to happiness and success 
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in marriage. it does not seem surprising 
that four out of five working wives say 
they work for money—money for their 
families. A recent publication on money 
and family life advances the idea that 
in working for pay. modern women are 
simply doing what they ve always done 

in a newer way. We agree. The increase 
of working wives is not some sort of 
Amazonian revolution but woman's new- 
est way of helping her family. This is 
and will always be her prime concern. 
If she has entered the man’s world of 
business to accomplish her task, it is be- 
in fact, in all West- 


contacts 


cause in business 
ern urban social ‘money. not 
muscle. is the power-giving commodity. 

Granted that this is a materialistic 
or “pleasure’—society, as Monsignor 
Kelly terms it, we still can’t resign from 
it however much we disapprove. We can 
however—and this task is beyond no one 
—weigh impermanent pleasures against 
permanent values and develop our taste 
for the truly better things. 

Both religious and secular authorities 
are again agreed that where a personal 
or economic demand is great, a wife may 
work outside her home provided she and 
her husband can come to terms on the 
true value of such work to the family. 
Naturally, if a husband is ill or out of 
work, its a wife's duty to help. But even 
if a husband is working. the cost of 
today s necessary luxuries can hardly be 
met unless the wife also works. Nor can 
yesterday s home crafts buy today’s needs 


increased medical and dental care. 


orthodontics, arts in the home, sports 
activities, vacations for the family .. . all 
things our grandparents rarely sought 


and possibly never missed. Todays needs 
—very real for us, and not all as frivo- 


lous as our detractors would have it 


seem—must be met by cash. Very often 
this is the additional cash of a wife's 
salary. 


Therefore, we must accept at face 
value the admission that most wives work 
for money. Work as a means to power, 
as an escape from womanly duties or any 
other ulterior purpose may be a charac- 
teristic of our times. but certainly no 
more. It's the rare working wife. we 
believe, who loves money for itself alone 
or feels that the getting and having of 
money can create in her a pronounced 
change in personality. Women may love 
possessions more than men, who sup- 
posedly prefer abstract ideas. But a wom- 
an is more likely to get the “things” she 
wants by inducing some man to get them 
for her rather than by rushing out to get 
get them herself. When she works. she is 
moved by altruistic rather 


more often 


than selfish motives, even in the area of 
the frivolous. It's probably a small power 
boat for family fun that she’s saving for 
rather than a mink stole for herself. 

As for money of her own . . . no wom- 
an is so foolish that she would or could 
imperil a healthy marriage on account of 
a paycheck. Long before she gets her job. 
the woman with an urge to get out ol 
her marriage will have decided to do so. 
The job doesn't create independence: it 
can only bolster it. Independence alone 
cannot cause impatience or divorce, and 
often a job can be an excellent safety 
valve for an unhappily married woman 
who does not believe in divorce. 

Its also said that a working wife is 
more subject to worldly temptations: only 
within the confines of her home can she 
receive the respect due women. It may 
be that the business world offers tempta- 
tions a kitchen does not. but we've yet 
to see a born flirt stopped by limiting her 
area of operations. She'll merely substi- 
tute the butcher and the grocery man for 
the junior executive or the salesman. It’s 
of course true that offices are not notori- 
ous for courtesy and gallantry or that 
city subways and busses are not noted 
for the protective behavior of their male 
passengers. But women who work have 


more on their minds than superficial 
courtesies. They re in the office to do a 
job. and the self-respect they feel for 
doing it well inspires respect in others. 

Another charge against the working 
wife is that she cannot thoroughly iden- 
tify and immerse herself in her hus- 
band’s life. She has too much of a life 
of her own. Too often, however, it’s the 
homiest of homebodies who is the des- 
pair of her husband, because while she 
may dote on his every move, she hasn't 
the faintest idea of what he’s talking 
about nor the slightest conception of the 
pressures under which he may be work- 
ing. The doll concept of the wife, the 
maid concept as well, are all modern-day 
distortions. 

Actually, today’s working wife is a 
pioneer. Like all pioneers, she must be 
prepared for the scoffing, the criticism 
and the disapproval of more conven- 
tional stay-at-homes. The discoveries and 
adjustments she makes in the face of her 
new experiences will be tremendously 
valuable to those who follow her. The 
hardships she endures are as nothing to 
the benefits she hopes her work can bring 
to her family. She may be confident that 
time will prove her struggle well worth 


the effort. 


Next month: The Working Mother and 
Her Preschoolers. 
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BOSS Continued from page 18 


“T began in the stock room at F.A.O. 
Schwarz, all the while studying to perfect 
my English. Three years later I became 
an assistant buyer. Then in 1935 I was 
made the sporting goods buyer and as- 
sistant to the vice-president. Shortly after 
the Second World War, in 1948, the vice- 
president called me in and suggested a 
buying trip to Europe.” 

Ernest Thauer went home and packed 
his suitcase in what was to become a fa- 
miliar move. Since 1955, when he himself 
became vice-president, he has made at 
least one journey to Europe each year and 
investigated parts of the United States. 

Between whistle stops, he works 
through several “average” days of more 
than average business volume. This does 
involve some sedentary items, such as 
dealing with a heavy load of incoming 
mail, sending information to branch of- 
fices, considering new ideas for the semi- 
annual catalogue of Schwarz products and 
prices, supervising the stock supply and 
meeting with manufacturers who have 
toys to sell. It also involves active trips in 
and about the toy market, for even in New 
York Ernest Thauer cannot escape his 
wandering existence. 

Varying the routine, manufacturers 
often come to see him. “Buying hours” in 
the office are from ten to twelve on Tues- 
days and Thursdays. Then Schwarz is in- 
vaded by a parade of dignified business- 
men—clutching the latest in dolls, stuffed 
dogs and dapper monkeys. 

Some of these toys may find their way 
into the Christmas catalogue and, from 
there, to a place beneath a child's Christ- 
mas tree. Preparing for this begins early. 
Says Mr. Thauer, “We start planning for 
Christmas well in advance; in fact, right 
after Dex ember =," 

How are toys chosen? 

“From past experience you learn to 
recognize the type of thing children will 
like. In many ways, though, it’s like the 
fashion business, new styles and trends 
every year. 

“Some of the trends are predictable. 
For instance, during war years toy sol- 
diers are very popular, but immediately 
afterwards the demand slackens off, only 
to build up again. Right now, with all the 
talk about space, rockets are in vogue. 
We had toy rockets long before Cape 
Canaveral, of course, but today’s models 
are more intricate, much more lifelike. 
One of our models can be shot 150 feet 
into the air.” 

The best of predictions “oft gang 
however, and newness is 


awry some- 


times outvoted by tradition because of 
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that one unpredictable element—the chil- 
dren themselves. Ignoring crystal balls, 
Gallup polls and the voice of experience, 
they will sometimes fasten loyally on one 
toy—such as a small teddy bear—and re- 
fuse to budge, even for brighter, fancier 
versions. 

Situations like this can cause prob- 
lems for any executive and Ernest Thauer 
has had his share. But in one department 
at least, he has no worries—that presided 
over by his secretary, Olga Christiansen. 

Of Olga, he says simply, “She is an ex- 
cellent help. Ud be lost without her.” 


SECRETARY Continued from page 19 


need help. Overtime becomes the standard 
way of life. “Every night we try to leave 
by nine at the latest, but its usually impos- 
sible. We generally work until 9:30 or 10, 
six days a week. The work itself is sub- 
stantially the same but we all go just that 
much faster. 

“The main thing is to keep the mer- 
chandise coming in and, of course, going 
out. Mail orders must be filled and we 
try to get this finished by December 15. 
We ask our customers to get their requests 
in by that date in order to receive their 
merchandise in time. Then there is the 
necessary printing to arrange for, and tel- 
ephoning .. . lots and lots of telephoning.” 

Vacations are four weeks a year. Olga 
usually spends hers with her parents in 
their country home. “We have a summer 
place in Esopus, a little town near Kings- 
ton, New York. Getting there takes two 
hours, but it's worth it. The country is 
beautiful. We can go swimming, rest... 
sometimes we spend weekends there too, 
until it gets too cold.” 

One type of traveling, however, holds 
little fascination for Olga—that daily trip 
in from New Jersey via subway and bus. 
But, she treats it with the philosophy of 
the hardened commuter. “It has its dis- 
advantages but I really don’t mind too 
much. Of course, there are the usual de- 
break down or trafhe 


lays. A car may 


get tied up in the tunnel.” 

Free time is spent in a variety of ways: 
bowling—“I'm average, I guess”—the 
movies, the theater—“mostly musicals. I 


loved My Fair Lady.” 


is reading, with novels and whodunits by 


Another favorite 


Dorothy Sayers and Agatha Christie top- 
ping the list. 

With Christmas on the way, Olga is 
considering a second list, one that in- 
cludes her nieces and nephews—two girls 
and seven boys, ranging in age from two 
to sixteen. 

This should present no problem, how- 


ever—not with F.A.O. Schwarz available. 


HUNTING Continued from page 22 


fears nothing will come of it! Yet statistics 
show that marriages occur at every age. As 
Norman Vincent Peale says, “the person 
who assumes success tends to have suc- 
cess. People who assume failure tend to 


have failure.” 


Decide Whether You Want 
Varriage or a Man 

“Many career girls.” said a research 
assistant, “really want to cling to their 
present way of life. They are not looking 
for a husband, as such, but for a man 
someone who will fit into their established 
scheme of living. 

“Often a girl will not even permit her- 
self to become seriously interested in a 
man who lives in a distant city. Marriage 
to him would mean giving up her job, her 


Nor 


actually consider marriage with a much 


friends and her family. will she 
poorer man if it means living with him 
according to his standards. If he isn’t cur- 
rently making a good salary, she may ac- 
cept him with the proviso that she will 
live in 


continue working so they can 


reasonable comfort while he 


the ladder. 


moves up 


Create the “Wife Image” 

Men naturally conclude that you will 
act around the house the same way you do 
in the office. If you criticize the rugs, 
make fun of the furniture or call the 
office a “dump,” a man will wonder what 
kind of an elaborate home you expect. 

Don't 


overly fussy about your desk. 


be old-maidish about drafts or 
The too- 
fastidious girl who constantly goes around 
emptying ash trays warns a marital pros- 
that he had better not 


smoke in the living room. On the other 


pect expect to 


hand, the too-sloppy girl suggests careless, 
expensive housekeeping. 

Mature girls avoid personality clashes 
But, if 


volved, keep your troubles to yourself. 


with others. you do become in- 
Cry about them to a man and he'll put 
you down in his mental “black book” as 
the kind of wife who'd become embroiled 
in squabbles with the neighbors. 

Today, companies spend millions of 
dollars trying to create in the mind of the 
They 


people to have a favorable picture of their 


public a “corporate image.” want 


products and policies. The business girl 
might well emulate this practice by trying 
to present a personality picture that is 
conducive to marriage. As a sales man- 
ager summed it up, “Many girls want hus- 
bands, but they make little attempt to 
sell themselves as wives. They only con- 
sider how a man looks to them—not how 


they look to a man.” 
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THE 48TH 


By Florence Elaine Ulrich, Director. Gregg 


CONTEST COPY 


Also copy for December OGA Membership Test 


See instructions on opposite page. 
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(Turn to page 55 for Junior OGA Test 


egy ST 4g ae pe sk. 


@ The Annual OGA Contest challenges 
you to pit your skill against twenty thou- 
sand other writers of Gregg shorthand 
from all over the world. Do you accept? 

The contest, which opens this month, 
offers to the winners attractive prizes. 
the total value of which exceeds $1,000. 
Thousands of secretaries, teachers, re 
porters and students of shorthand have 
sharpened their pencils and cleaned and 
filled their fountain pens in anticipation 
of this announcement. The contest copy 
on the opposite page offers the challenge 
every student of shorthand needs to begin 
writing better notes. 

If you're a secretary who uses short- 
hand only occasionally because of the 
nature of your position, the practice will 
provide an excellent brush-up. If you're 
a stenographer who uses shorthand regu- 
larly in the office but would like to 
improve your skill both in writing and 
transcribing in order to be ready for that 
next promotion, practice for this contest 
will focus attention on an important fac- 
tor: the attainment of good readable 
notes. If youre a reporter, the contest 
may be the impetus to practice for a 
superior style that can be written more 


(Continued on page 55) 
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RULES AND PRIZES FOR THE ASt OGA CONTEST 


Individual Prizes General Instructions 
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ON THE BOSS'S SPEECHES 


[ didn’t know that a collection of anecdotes would be 
useful to my boss. 

He is an excellent speaker and is called on many times 
during the year to address people all over the country, so 
new anecdotes and new ways of saying things are all very 
helpful when another speech comes up on the calendar. | 
arrange my collection this way: 

I keep three loose-leaf binders in the office—one for anee- 
dotes, one for introductions already used and one for all 
the speeches my boss has made in the current year. His 
other speeches are filed away in a convenient place, to be 
glanced at any time he wants to look up a subject that will 
interest a particular group. 

My boss really treasures these binders. He refers to them 
whenever he is invited to speak, and he never fails to take 
them with him on trips for hasty reference. 


You're invited 


Where - Dorset Hotel ” 
) 
When ~ Monday», from 5:00 until ? ? ? ? ? 
What 
You'll 
Get - Music 


Lots of hors d'oeuvres 
A variety of fun. 


: on eee er 


[-And good cheer, unlimited v 
”] 
SPECIAL Extra Feature: )———. = Conlin 
= “> han 


~< 
l Free Gift for Each and Every!) 


2 
Who - You. . »« and bring along your wife, sweetheart, 
old pal--or any et cetera you went 


How 
Much - Imagine! All of this for the embarrassingly low tari of 
$5.00 per! 


[<= So come join the festive frivolities in the company of convivial 
companions. 


(And fur eft? 
We, will be awaiting Ue 


Mark your eteenter and send in your reservations . .« .« 
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(Order of Artistic Typists) 


In order to win a Junior OAT Award, 
your copy of the article alongside 
must be neat and clear, well placed. 
without strikeovers or typographical 
errors and correctly spelled and 
punctuated. Also—no erasures. 


You may practice the copy until 
your entry represents your 


very best work. 


To Get Your Award 


Mail your work to the Gregg Awards Depart 
ment C16th Floor, 330 West 42 Street, New 
York 36. New York). accompanied by the 
correct fee: 15 cents for each certificate; 50 
cents for each OGA, OAT, or 50-word Cl 
pin: 75 cents for each higher-speed CT award 
® Be sure your name and address appear on 
your paper. © Any group of papers submitted 
should be accompanied by a typed list of 
names, designating the award desired by each 
candidate. © Test applications received with 
out fees are held thirty days only. © Each 
Competent Typist Test must be certified by 
the timer. The certification should read as 
follows: “I hereby certify that I timed this 
test for exactly ten minutes and that it was 
written in accordance with the rules.” ¢ 
November copy is good as membership tests 
for OAT. Cl (page 44), and OGA awards 
until December 27, 1960 
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Using a sheet of plain white paper. 
typea corrected copy of the 
program alongside. Also put your 
imagination to work to make it 
look as attractive as possible. 


You may type it as many times as 
you wish—just send us your 
best copy. 
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TERMS IN GREGG SHORTHAND 








accident and health insurance—In e under which 
benefits are ayabie in ase f 1sease, acci ital 
jury, or cidental death 
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COMPILED FOR TODAY’S SECRETARY BY R. B. LANKIRBY 


cancellation—The insurance contract > 
period by the insured or 


1€ insurer in accordance with the provisions stipulated 


termination of an 


~~ 


before the end of the policy 


in the contract. 


cash opfion—On the maturity of a policy, the choice of 


e policyholder to accept settlement in a single sum 


v™eh) 


in lieu of any other settlement. 


cash surrender value—The amount that can be 


drawn in o 


" in he event »f 


oluntary 
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nes payable by death or maturity 





4 . g 
cession—A reinsurance; an amount ceded as reinsurance / 
claimant—One wt suffered a collectible loss and presents \ 
" 
coinsurance—A arrangement under two or more in 7 
rers are ea liable for a share of the risk, generally 
the te and conditions 
coinsurer — An irer liable t are claim payment with -_ 
ther ir rer under a < + ta € ree ent ‘ 
commission— Ihe mpensation paid on a percentage as . 
gent r roker in return for usiness r ured 
compulsory insurance—Any for f insurance t re 
. , 
read { ember i a la by the state. ror € 
t t te ) € a t 1 fa ‘ 
f ner fa € 
— 
conditional receipt A recei r e first re i ] ¥ 
ca ntract. However r e take ffect 
eptance or appr f f f atic ] 
er t for reinstate 
contingent beneficiary—A beneficiary »« is entitle y / 
nantes after the death of the ry henef 
} 
contributory —| group or ma nsurance that is par a 
‘ f an emer ee 
f ( 
conversion—A Inge f icy fr t an > another ) 
ig 
€ ture of epresentative f € 


counter signature— The gna 


ie atiethnn om ta rate a P' itative in : ; , 


coverage—IThe extent of the insurance afford 





3 act; t € ean e r 
££ =. 
death claim—The demand for payment presented upon t 
, 
ke 
disobility benefits—Payment r other benefits : / 














disability insurance — Insurance nder I be re ( 
¢ 
dismemberment benefits—Either the waiver f ¢ / 
ent tf payment of sur f ney in accordance ) 
t € aba lity rre j 
: € 
domicile—The state i at rance < pany 
double indemnity , n i e the re wr a t 7 
e I r irring under pecilie ircumstances 
{ tional a int eat to the face { the 
e of a Jental deat 
eorned premium—That rt of the premi applicable t < G 
e expired part { the policy period For example " 
ritte for three years and paid for in advance 
€ e-third ‘‘earned’’ at the end of the first year 
Y } 
effective date—The 4 contract goes into ef 
fect i ir ict n aft it recur 4 
ear t n ersary date 








endorsement—An amendment in writing added to and made 
a part of the insurance contract, modifying or adding to 
benefits. 


endowment annyvity—A policy providing insurance protec- 
tion while in force and which at maturity becomes an 
hat provides a life income to the insured or 


includes alternative optional settlements. 


annuity 


endowment insurance—Insurance under which the insured 
ot beneficiary receives the proceeds of the policy if the 


insured survives a specified period; the beneficiary 


receives the proceeds if the insured dies. 


equity—The amount or value of a policy over liens or 


other charges against the policy. 


exclusion—A 
Situations in 


provision in an insurance contract stating 
which insurance is not afforded under the 


contract. 


termination of reason of 
q 


reached 


expiry—The insurance by 


the end of the period for which it was 


term 
Naving 
written. 


extended 
insured, 


insurance 


an 


total 


(group)—Additional coverage for 
after termination of employment, due to 


disability. 





face amount—The amount stipulated in the policy to be 
paid at death or at the maturity of a contract. 


franchise insurance—Insurance under an arrangement with 


an employer whereby employees may be covered with 


premiums deducted from their salaries; insurance written 


yn individual members of an association, the employer 


or association remitting the premiums to the insurer 


general agent—A company representative who is assigned 


a territory and who performs some functions of the in- 


surer in selecting and servicing business in that ter- 


ritory. He is paid primarily by commissions. 


grace period—A period following the premium due date 


during which payment of the premium may be made with- 


put penalty or suspension of coverage. 





group insurance—Insurance covering a group of persons 
inder one contract for the benefit of the group. Applies 
to various kinds of insurance, i.e., group life, gr 


accident and health, etc. 


hazard—A 


bination of 


condition, operation, activity, 


material 


+ 





these th creates or increases the proba 


bility of loss; chanc of occurrence of an 





health insurance 
or disease, 





Insurance against loss due to 


hospitalization insurance—I 


tion and certain hospital 





incontestable clause 


th 


A clause in a contract providing that 


e insurer may not, a specified ti from the in- 





ception of the contract, contest the va 





indemnify—To n 
insurability—The capability of being reimbursed 
against loss through a contingent event. 
interim term insurance—Temporary coverage that provides 
protection until the specific date when the regular policy 


effective; sometimes called 





comes preliminary tern 


insurance, 
juvenile insurance—Insurance on the life of a child ap- 
plied for and issued to a person liable for the child’s 
Support, 


lapse—The termination of a policy by the failure of the 


insured to pay the renewal premium, 


legal reserve—That portion of the assets of a life insur- 


ance company which is required by law to be set aside 


+ 





“et the liabilities on its policies. 


liability insurance—Any form of coverage whereby the in- 


sured is protected against claims of other parties from 
specified causes. Automobile, employers, and dentists 
are examples of liability insurance on the market. 


marine insurance—That form of coverage which is primarily 
concerned with the protection of goods in ocean transit 
and also with the means of transportation. 
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matured endowment—An endowment which 
has survived until the maturity date and ; 


for which all premiums have been paid. , 


contract under 


the insured 


maturity date—The date upon which an endowment becomes a 
payable if the insured is still living and all premiums 


have been paid. (In life insurance, an ordinary life or 


limited payment policy matures on the death of the in- 


sured. ) 


‘ 
£ 
medical examiner's report—The findings on the health 56 TI 
status of an applicant or claimant. & 
morbidity—Frequency of illness. . 


mortality rate—The proportion of persons who die within a 


year; usually expressed as so many per thousand. v 


mutual insurance company—A corporation in which 


insured 


each 7 


person is a member; the members own the cor- 


poration and control it. 


nonforfeiture benefits—The rights accruing to a life in- x ( 


) 
surance 1older when his policy lapses for failure ) 


to pay He can either receive the reserve in 


the premiun 





cash or have it applied to a stipulated amount of paid-uf 
insurance or continue the policy in full force for a des- 
ignated period. 
nonparticipating insurance—Insurance written for a fixed ~ a 
premium, without provision for dividend ayments. tz 
Cc, 
ordinary life policy—A policy payable at the death of the 
insured and under which premiums are payable during the , eee 2 
entire lifetime of the insured. ( 


oid-u olicy—This may be either reduced 
p policy 


paid-up in- fC 
surance granted under the nonforfeiture provisions or a 4 


limited payment policy under which all required premiu 





have been paid. 


participating insurance—Insurance written under a cc 





providing for distribution to the 


insured a share of the = 


insurer’s funds over amounts necessary to meet its 





obligations 


i1intain its solvency. 


lividend allotted after 





post-mortem dividend—A 


of the dividend that 





of the insured, constituting a portion 


have been payable at the next policy anniversary 


ad the policyowner lived until then. 





primary beneficiary—A beneficiary who is 


henefj wy the sath 
beneiits n the death 


of the insured. / 


pro-rata cancellation—The cancellation of an 


_ 2 T 
contract with the return to the insured of that proportion 
9 the premium that the remainder of the policy peri 
bears to the total policy period. 
reduced paid-up insurance—The nonforfeiture option that 7 , 


provices, upon to pay premiums, 





value, used as a 


remainder of the original 


will purchase for the 





reinsurance—The acceptance by an insu 





rer, of r part of the ri 





“\ 


riders 


short-rate cancellation—The cancellation of an insurance ee rz 





contract at the request of the insured 
of less than the proportion 


pro-rata cancellation. c a f 





A provision that may be inserted in a 


spendthrift clause 


life insurance policy, state law permitting, that serves 
to protect the beneficiary against creditors’ claims on 


policy proceeds. 


surrender value—The cash, or its equivalent, to which a é 2 ‘| 
policyowner is entitled on the surrender of his contrac : 

twisting—Persuading the insured to surrender or lapse a {~ 
life insurance policy in order to replace it with a new 


policy written by another company. 


underwriter—One who selects risks for insurance and de- . 6 


termines in what amounts and on what terms they will 


be accepted; an insurer, 


workmen’s compensation—Insurance liability im- «—™ 
posed on an employer by a workmen’s compensation law. 


against 
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DECEMBER 
competent typist te. 


(THIS COPY SHOULD BE DOUBLE SPACED.) 
Some people feel that pets, especial- 
ly dogs, are so pampered that a man 
would probably come out better if he 
traded places with one of them. For 
example, modern dog houses are quite 
different from the handmade wooden 
box that once housed the family pet. 
They now come in all designs ranging 
from a ranch style to a summer cot- 
tage, complete with landscaping and 
little white picket fences. Many of 
these dog houses are so expensive that 
one wonders if people have to take out 
mortgages to finance them! 

Pet owners are finding more and 
more ways to spend money on their 
animals. The gifts some owners lavish 
on their pets are of such high quality 
that they might even be suitable to 
give to people. There are fine fur coats 
in the latest styles that the most ex- 
pensive pedigreed poodle can wear at a 
dog show. Many of these coats are 
hand embroidered with the initial of 
the dog or studded with real jewels. 
Pet owners may also choose from a 
wide selection of other items, such as 
colored raincoats or little rubber boots 
to keep the paws dry on a rainy day or 
umbrellas that attach to the collar 
around the dog’s neck. 

Dogs are not the only pets that live 
like royalty. Parakeets literally live in 
gilded cages and have a complete as- 
sortment of toys to keep them from 
getting lonely or bored. Swings, balls, 
sliding ponds, bathtubs, dolls and elab- 
orate artificial birds surround the real 
bird that sits on his perch like a feudal 
lord surveying his kingdom and hap- 
pily chirping his approval. And if this 
is not enough, there are special ceme- 
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‘opied completely and add 1 for each additional 5 strokes typed. To 


ed, subtract 10 for each error before dividing by number of minutes. 


e than five ¢ 


To compute speed, note the number indicated at the end of the last line 
vou ¢ ‘ 
get the gross speed, divide total by number of minutes; or, to get net 
f speed 
.) MU 


rs disqualifies a Competent Tupist Test for an award 


WORDS 


teries for departed pets with highly 
paid caretakers to make certain that 
the grounds are well kept and that 
flowers are provided every once in a 
while. 

It is true that there is nothing like a 
devoted dog or pet that will stand by a 
person when things get rough. It is 
also true that the person who owns an 
animal has certain responsibilities 
toward it—all animals should have the 
proper food and a comfortable place to 
sleep and exercise. Yet, there are oth- 
ers who hold that things sometimes 
get out of hand. Some will even admit 
coats may be necessary on cold days 
for dogs that are accustomed to over- 
heated houses. But when it comes to 
buying the latest fashions for dogs in 
hats, fur coats or cowboy boots, there 
is no doubt that the point of absurdity 
has been reached. 

Puppies and kittens are cute and 
need the affection their owners give 
to them. At times they must have cer- 
tain foods, medicine, shots and special 
vitamins. Unlike wild animals, these 
domesticated animals are not very ca- 
pable of caring for themselves and rely 
on their owners for the proper treat- 
ment. However, there comes a time 
when a line has to be drawn and a per- 
son must realize that an animal is mere- 
ly a pet—wonderful to have around 
when one is lonely, and fun to play 
with. As much as they learn to love 
their masters, they are certainly not 
more important than another person. 
There is no need to spend large sums 
of money on them, for most dogs will 
chew up even the finest silk coat. 
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as the C.T. Test across the 
page, and it is provided so that you can test and compare 
your speeds of typing from print and from shorthand. Com- 
pute your rate n this word-counted material in the same 
way you do when typing the C.T. 
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THE CAST 


Joyee Collins: Has been secretary to Barry Lindstrom 
for five years. A loyal, intelligent girl in her early 
twenties. 


Barry Lindstrom: Family man in his late forties. Vice- 
president and television programming director of 
Universal Broadcasting Affiliates (UBA). Likeable, 
highly creative with no pretenses. Devoted to com- 
pany and industry, he crusades to improve the level 
of TV programming. 


Jason Trent: TV project planning chief. About forty- 
five, a charmer who puts on an impressive front but 
can make no real contribution to company or indus- 
try. Surrounds himself with creative people to pick 
their brains. 


Daniel C. Wilcox: President of UBA; in his sixties. 
{ man with years of experience who now wants to 
retire gradually while selecting a qualified successor. 
1 hard-headed businessman, keen‘thinker and driving 
force in the industry who will fight for his network. 
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HORIZONTAL 


Blaze 

Exclamation expressing sorrow 
Systems of rules and regulations 
Large branch of a tree 

One who has liberty 

A large, black bird 

Perfect examples or conditions 
Is indebted to 

Reply to a question 

Dines 

To send forth a current of air 

A point of the compass 

Leave out 

A fastener 


. Cold or frosty 


Number of years one has attained 
A box 


. Contend in rivalry 
. Take part in a game 


A vehicle used in the water 
Past tense of 21 horizontal 


- To be ill 


Competent 

A bid 

Unable to do 

Pointed weapon used with a bow 
Alongside of 

A repeated sound 

A fishing pole 

One-cent pieces 

365 of them make a year 

A literary composition 

To do that which is commanded 
World-wide 

On condition 


. Calls upon another to decide a 


question 
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70. To peruse 

71. Unfavorable 

74. To transfer for a price 

75. Lands of 160 square rods (plural) 
76. Esteems 

77. Refuse approval of a bill. 


VERTICAL 


1. To soar 
2. Those who guide others 
3. A girl's name 
4. To ventilate 
5. A man’s name; a constellation 
6. Objectives 
7. To look 
9. Trees that bear acorns 
10. Cheerless 
11. Painful 
13. Compelled 
14. Metal fastener for wood 
17. Meadow 
20. To have knowledge of 
22. Therefore 
23. On the contrary; nevertheless 
24. That which lifts up something 
25. Fasten two things together by a cord 
27. Have permission to do 
28. Border 
29. Places (verb) 
30. Orderliness 
32. Extra (as a tire) 
33. Arm joint 
35. A drink 
36. To draw to or allure 





Space between rows of seats 
A fermented malt drink 
A tied ribbon 


. Continued pain 
. To find the sum of 


Hostelry 


. Objective case of thou 


A lyric poem 
Slanting 


. To give money for something 


Past tense of see 

One who enters sports requiring 
agility 

To recede, as the tide 


. To kill 


The bottom or support of anything 

Large tailless monkey 

Color formed by blending black and 
white 

A smell 

Level or free from irregularity 

A kind of tree 

Not difficult 

Opposite of fast 

Unbaked bread; slang for money 

Belonging to us. 








Solution to puzzle 
will appear 
next month 
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EXPERTS Continued from page 25 


Number of people to be in the office, 
manner in which they must be housed, 
location in relation to staff preference and 
work flow, general activity of the firm, 
and needs for expansion. . . 

And then drafts a floor plan for the 
office. His objec tives are to create a beau- 
tiful and efficient place in which to work 
and to make the best and most economi- 
cal use of all available areas. After he 
has okayed the alterations, he sits down 
with the office manager and discusses the 
proper furnishings. 

lhe only cost to the tenant for the serv- 
ice of the office planner is a nominal fee 
per square foot for the design and layout 
plus the outlay for new furniture. This is 
more than made up in the tremendous 
savings, due to wholesale buying. 

So, if a big move is in order for your 
office, your best bet is to “let the experts 
do it.” 





(Key to Quiz on Page 12) 
Select **For,” “Fore,” or *‘Four”’ 
l. foregone; 2. forfeited; 3. “Forward”; 


4. forefinger; 5. foursome; 6. foreboding; 7. 
forsake; 8. foremost. 


How Many Words Can You Build? 


l. prepare: prepared, preparing, prepara 
tion, preparedness, preparatory, preparative, 
unprepared, overprepared, underprepared, 
semiprepared, half-prepared. 2. elect: elect- 
ed, electing, election, elective, electioneer, 
elector, electoral, electorate, pre-election, 
postelection. 3. qualify: qualified, qualifying, 
qualitiedly, qualification, qualifier, unquali- 
hed, disqualify, semiqualified. 4. expose: ex- 
posed, exposing, exposition, expositor, ex 
posure, expository, exposé, underexpose, 
overexpose, semiexpose, unexposed. 5. apply: 
applied, applying, applicable, applicability, 
application, applicant, appliance, applica- 
live, applicator, misapply. 


How Good a Proofreader Are You? 

1. breath, great: 2. You're liable to be sued 
for libel . . .: 3. OK: 4. OK: 5. grateful, 
courtesy: 6. passed; 7. adopt, statute: 8. 
straits: 9. arrears: 10. lie. 


A Letter Plus a Word Equals What? 
1. U turn: 2. H-bomb (the hydrogen 
bomb): 3. X rays: 4. A.1: 5. D day (the day 


the Allied Forces invaded western Europe in 


World War II). 


Types of Officials or Executives 
1. By adding the suffix -elect to the name 
of the office, as “President-elect” Kennedy. 
By placing late before his title, as “the 


late Secretary Dulles.” . by placing former 
or the prefix ex- before the former title, as 
lormer President Hoover.” “ex-President 


Truman.” 4. By titular, as “Adlai E. Steven 
son was titular head of the Democratic Party 
for several years.” 5. by ex officio, as “It is 
usual for the president of the club to be 
ex officio member of the Nominating 
nittee.” 
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Why students write neater, 
clearer shorthand with 


ESTERBROOK 
the Gregg-Approved pen 


In this specialized world of ours, there is a tool best 
suited for every job—the just right tool for better Gregg 
penmanship is the Esterbrook pen with specially de- 
signed, precision-made Gregg-Approved point. 

This point (No. 1555) always writes a smooth, even 
Gregg line so important for legible shorthand. 

And Esterbrook’s perfect balance and easy-in-the- 
hand construction help students to write crisp forms 
throughout long dictations with a minimum of strain. 





Damaged points are instantly replaceable. Point 
accidents are no problem when the pen is Esterbrook. 
Esterbrook replaceable points screw in—out in seconds, 
cost 60¢. They are available at nearest pen counter. 


AND BEST OF ALL, THIS QUALITY WRITING INSTRUMENT 
CARRIES A STUDENT-LEVEL PRICE TAG—COMPLETE 


oncy *2.95 


Good penmanship should start with a good pen. That 
is why many teachers in our schools guide their students 
to the Esterbrook Shorthand pen — the only pen with 
replaceable point made specially for writing Gregg. 


Gsterbrook 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 





(hie — has the 


Why? Because Codo’s \ 
Electro-Write Carbon 
Paper (used with the exclu- 
sive Carbon Gripper) 
ASSURES topflight work! 
Coupled with a Codo Silk 
Ribbon—that’s the ulti- 
mate! Samples? Certainly! 
(Please use Company let- 


terhead.) Write Dept. TOS. 


~ 
| a MANUFACTURING CORP. 


Factory: Leetsdale, Pa. 


New York. ¢ Philadelphia « Pittsburgh ¢ Dallas 
Chicago « Cleveland « Detroit ¢ Los Angeles 


















NO NEED TO RUIN TEMPERS, CLOTHES AND HOSE 
BY INACCESSIBLE FILING! 
Now! Put Bottom file Drawers at Eye Level 
with New, Attachable Tri-Dex Triangle Index Tabs 


and out to meet the eye! 





Two-styles: Self-stick for permanence; Slip-on 
for interchange. 


, e@ Standard exposure, 
4 one-half inch 


e Lengths, 1, 2, 3 inch 


—h @ Packed in boxes of 25 


@ Plastic “window” slants 


up and out at 45°. 


FOR SHELF FILING, IT’S THE GREATEST! 


For information about Tri-Dex and other products write to the 


CEL-U-DEX CORP , New Windsor, Newburgh N. Y. 


No more need for awk- 
ward, clothes-ruining 
crouch and stoop to read 
index tabs in lower lev- 
el file drawers. Merely 
replace old-fashioned, 
scratchy, battered metal 
with Tri-Dex Triangle 
File Tabs. They slant up 


Put them right on the old 
folders or guides with- 
out emptying files. Or 





DOOLEY Continued from page 28 


all responses to the blind are handled in this way. 

Dooley takes the SoundScriber with him wherever he 
goes, Many are the discs returned to the secretaries 
that. when played. emit the cries and screeches of the 
jungle or the sssst of the doctor's kerosene lamp as he 
dictates late at night. The disc girls also hear 2 a.m. 
yawns of an exhausted doctor who may have treated 
more than a hundred people that day. or the purrrs of a 
plane engine as he answers letters en route to pick up 
supplies. Dooley laughs and says, “I never can get on 
an airplane and just read a magazine or sleep—l get on 
an airplane and start dictating!” 

Tess says. “The names of some of the villages in Laos 
or Malaya er Burma sometimes throw us—they sound 
rather undecipherable on the records. But Dr. Dooley 
is very methodical—he always spells the names and very 
seldom changes his mind about anything he has already 
said.” 

Although he admits it pleases him to receive mail 
and his Irish heart is cheered by a request for an auto- 
graph. Dr. Tom confesses. “I'd accomplish a lot more on 
earth if | weren't answering the mail. But maybe an- 
swering mail is one of the best accomplishments. 

“| understand Dr. Schweitzer is getting one of those 
machines. Then the fun begins for you girls. All the 
mail that comes in here now will be doubled.” A_pre- 
diction from one doctor about another—the one who 
first inspired him to begin his life’s work. 

Saying goodnight to his unselfish and indispensable 
virls at the end of the gathering at MEDICO. Dr. Dooley 
thanked them with an eloquence that in itself makes the 
long hours worth while. “Your constancy is a very 
noble thing in this day and age. You are the rain of my 


roots and the fuel for my fire.” 


If anyone wants to lend a hand to the disc 
team and has access to a SoundScriber, contact 
Teresa Gallagher at Metropolitan Life Insurance 
Company, I Madison Avenue, New York, New 
York. And MEDICO aids are received at MEDI- 
CO, Box 2, Times Square Station, New York, 


New York. 





start afresh and attach 





Tri-Dex tabs to new fol- 
ders and guide cards. 
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SCHEDULE YOUR APPOINTMENTS 


this easy, orderly way 


with a 
1961 MONTH-O-RAMA 
Your Whole Month’‘s 
Day-to-Day Plans 
Before You 


You'll delight at how this unique Ap- 
pointment Calendar keeys your sched- 
ule running smoothly. Each month on 
an tt x 8'2 page, blocked off by days. 
with space to write in dates, meet- 
ings, plans, deadlines, etc. Helps fit 
them into an orderly pattern, without 
conflicts. Keeps your whole month's 
schedule before you. Gives you the per- 
spective you need to plan your time 
wisely . . and the boss's too. 

Bound with spiral wire for conven- 
ience and permanence. Handy to keep 
at desk, in brief case—at office, home, 


() | 4= —_ Only $1.10. Satisfaction guar- 
— anteed. 
n y MONTH-O-RAMA, 6969 Amherst, Dept. T, St. Louis 30, Mo 





TODAY’S SECRETARY 





HOLLY **y 


HOLLY-DAY DECORATING’S no problem, 
with all the arrangements you can make 
from this fresh-cut English holly. Comes 
with red berries and a sprig of mistletoe. 
Use it as a gift: engraved cards are en- 
closed. Arrives about Dec. 15, unless you 
specify. At $2.95, ppd.: from Northwest 


Corner Store, Dept. TS, Longview. Wash. 





EENEY, 


choice, not once but six times with this 


MEENEY, MINEY, MOE—vour 
new idea! Three belts on one brass 
buckle: each side comes ina 
different popular color of calflike plastic. 
Adjustable to size. Yours for $1.50, ppd: 


re versible 


Personalized 


NOTE PADS 





Your choice of three popular headings .. . 
‘From the desk of,’ ‘Memo from,” or ‘A Note 
from,’ with YOUR NAME properly imprinted 
will give your notes or messages that added 
tinge of importance. Pads are 5'’x7"’ and are 
printed on white 16 Ib. bond stock with blue 
ink. Also makes excellent gift that anyone can 
use 


500 sheets — 10 pads of 50. $4.00 
1000 sheets — 20 pads of 50.. 5.00 
2000 sheets — 40 pads of 50 7.00 
Print your name, choice of heading, quan- 
tity desired, and mail with check or money 
order for prompt postage paid delivery. 
Money back guarantee. Write Dept. E. 


DAILY Printing, Inc. 


2831 Hennepin ° Minneapolis 8, Minn 














DRAMA! 


There is drama in the life of every individual 
on and off the stage! Oftentimes this drama 
takes the form of short stories, articles, books 
and plays 

If you are a writer, amateur or professional, 
and desire to have your moterial submitted to 
the most suitable markets in the U.S.A. we 
would like to represent you. We are generally 
considered to be one of the larger agencies in 
the country today and we hove the staff and 
experience (some 35 years) to give you seasoned, 
capable advice and service 

The way to start is to write to us for our free 
literature. Or if you wish to save time, send 
your material to us for an immediate appraisal, 
entirely free. May we suggest that you write 
today? 


DANIEL S. MEAD 


Literary Agent 
Dept. TS, 915 Broadway, N. Y. 10 


Guards your safety with golden glamour! 





The original “picture-window” umbrella 


You look through, not under, this glamorous 
new ‘“‘picture-window” umbrella, when rainy 
winds blow! Its high-fashion, golden styling 
dresses up any outfit, and the strong, heavy- 
gauge, crystal-clear vinyl shakes dry instantly, 
no soggy drip, This beautiful SEE-BRELLA has 
10-rib goiden-finish steel frame, goid-color bind- 
ing, gleaming golden-flecked plastic handle, 
your choice of gold press-on personalizing ini- 
tial. Even has handy rain bonnet in pouch on 
handle chain! Light, yet sturdy. Order several 
for gifts, for yourself. Specify initial. Sorry, no 
C.0.D.s. Gift catalog free on request. 


. (Add h 
Exclusively— $4.95 for saaaees 


BRADFORD'S, INC. 


BOX 535-L9 ENGLEWOOD, N. J. 

















ATALOG. 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations ©@ Trousseau items 

Unusual, exciting personalized items. 

ELAINE CREATIONS 
Box 824 Dept. E-401 

Chicago 42, Ill. 









PHONE INDEX 


Clips to center 
of phone. Space 
for 155 entries. 









Diecut to Size 2'4"x3%” 


Wallet Plus 


-98c- » FREE 


5x7 STUDIO 
ENLARGEMENT 
Mounted on 8x10 
Panel Embossed, 







GREENWICH Photos 


ae fort 


from Mono-Art Co., Dept. TS, 50 Delan 
cey St., New York 2, N. Y. 





a 








For All Your 60 for. : .$2.00 Etchcroft Frame. 
Cat-Owning Plus 25¢ Postage & Handling FREE with each 
Friends 25 Embossed, round cor- 


ner, deep sunk, panel 
ocee wallet photos 2/2” 
x 3Y2" made from any 
photo up to 5” x 7”. Re- 
turned unharmed with 
your FREE framed en- 
largement. POSTPAID 
for only $1.25. Satisfac- 
tion Guoronteed. 


FOTO PLUS + Dept. S$ - Box 10 - New York 1 N.Y. 


The Perfect Gift is 
CATS MAGAZINE 
Helpful Articles, Pictu 
Poems, News Every Month 
iii A t All Kinds of Cats 
Send onty $4.00 for each full 
ySampies 35¢) =. > 
CATS—520 House Bldg. = 
Pittsburgh 22, Pa. 























RING IN CHRISTMAS with this Swiss BE AN ° 


CPS-PLS CANDIDATES 
































music-box bell that plays “Silent Night.” 
It is 3} | hil { vilded | itl New 1961 CPS Study Guides: Bus. Law Romance! Travel! Adventure! Fun! 
> Inches high, ot gildec yrass, wilh (5.00 Bus. Adm (5.00 Actg 7.50 Train in just four weeks tor exciting 
j Soe > . 5 : a? a sitions. ee p. 
i bright silky cord and tassel: can be Sec. Proc. (5.00). PLS Study Guides: Sec Hight wrvice with 38 airlines. Alriine- 
| : | le. E Proc. (5.00); Actg. (7.50): Legal Term. & trained teachers, WRITE TODAY for 
lung on a tree or set on the table. En Proc. (5.00). Practice Tests: CPS (10.00 trained eC NmATiON—FREE CATALoe. 
tirely Swiss . S750 e . : PLS (10.08). Selected bibliography included a 
ely Sw is made. Only 7.50 ‘ ach, | pd. ; iihest duu. Gx ah cndeie teen tee paes WMCCONNELE AIRLINE SCHOOL eae 
from Musie Boxes. Dept. TS. 770 Madi search, PO Box 7093, Long Beach 7, Cali- aoe oe. kee 
‘ fornia. Te No 
son Avenue, New York 21, N. Y. —— State 
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WALLET $ Pele) 
PHOTOS pus 25¢ 
HANDLING 


60 for $2.00 plus 25¢ handling. 





MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 





Electric Foot Warmer 

N Keeps ¢ 

rtably warm. Portable, light YOUVE “CAUGHT” YOUR RAINBOW 
weight s é rubber mat. Operates on when these se miprecious nuggets on a 
any 1 lr AC or DC outlet, consumes less 

gold-plated bracelet dangle from your 

tha W s l x ( e use ‘ 
i. BG aera Tesh arm. Stones include jade, turquoise, crys 
‘ 4 4 4 » .. 4 a’ Lae f 4 c a Sc . €9 Of 
mo. guarantee. Only $ ppd. Interstate tal. tourmaline, rose quartz. . end <99 
Rubber Products Corp., Dept. 402, 908 plus 25 cents postage: to Empire Mer 
Avila Street, Los Angeles 12, California: chandising Co.. 140 Marbledale Rd., 
9108 Meyers Road, Detroit 28, Michigan. Dept. AL. Tuckahoe. N.Y 














TRY THIS PROVEN SHORT CUT 
WAY TO STENO SUCCESS 


FREE Beautiful h”’ X = 
PORTRAIT ENLARGEMENT 


For the first time, quality dictation records at 
special mail order prices. Business, Legal, General 
Business and Medical subjects are available in 60, 

eo 80, 90, 100, 110, 120 and 130 wpm dictation prac 
Famous Roy Wallet photos, finest van tice records. Letters are different in each speed and 
| Gans Sea D each record is 12 minutes of dictation. New STENO 


- 1 
| | 
| | 
| | 
| | 
with each order | | 
| | 
silk, double-weight paper. 21/2" x \PARENTS) 7 RECORDS are an easy way to maintain and increase 7 
| | 
| | 
| | 
| | 
| | 
| | 
| | 
" 


31". Send picture or negative with ‘Sd your shorthand speed 
your order, Satisfaction guaranteed. 





HOW TO ORDER: state speed and subject wanted 
Send $1.00° check or money order for each un 
breakable 45 rpm record—or, $3.98* for all new 
material 33'/; rpm long play unbreakable record 


ROY PHOTO SERVICE 


FOR THE BOSS: with his own mono 
Dept. 70, GPO Box 644, N. Y. 1, N. Y. 


, t gram. Give him a Christmas gift of this 


ese special mail order prices 


ORDER TODAY ot th oval ash tray of crystal. with fine ball 


STENO RECORDS 1439 N. Western Ave. point pen and holder. Length is 
Hollyood 27, Calif. 
ee ee Get eR eae. - inches. Hand-engraved with three speci 
fied initials. At $4.95, ppd.: from Wal 
Ivn Glass Co.. Dept. TSI. 6313 N. Fair 
held Ave.. Chicago 45. IIL. 





@ AMAZING NEW ODEVICE helps vou mak 
SMUDGE FREE CORRECTIONS quickly, effortless 

on ORIGINAL COPY. Sii; piece of KO-REC- 
TYPE in place etype i ect ral characte 


Fo CARBON COPIES — use 


ind t wroorhe 
KO-REC-COPY. \ supp t either KO-REC-TYPE No need for you to be content with just 
KO-REC-COPY that should last 25 another humdrum job Hundreds ol _ 
iWwerage typist . . . portant, exciting career with pay scales 


cash or 
money order 


ABCO, Box S, 7555 N. Ridge, Chicago 45, Ill. 


to match—are open to ambitious, intelli- 
gent women. Advertising. Commercial 
Art. Retail Merchandising. Secretarial 
Letter Writing. Accounting and Book- 
keeping. And these are but a few. 

All it takes is training . . . the kind you 
can get easily, in your spare time, at 
home. No interference with your present 
job, family or social life. You set your 
own pace, progress as rapidly as you like 
You get personalized instruction 


For only $2.25 you get a supply of both. 


























Exaser Soiled! 


For tidier typewritten work you need 





MAGIC MESH — cleans erasers for 
cleaner corrections! Banish erasure 
smudge . keep copy sparkling fresh 
ft Send 25¢ to 
44’ = MAGIC MESH CO. 
Fal!s Station, Box 801 
Niagara Falls, New York 


Sound interesting? The world’s largest 
aS ace scl se “€ . — . > . és 
correspondence school will send you three CANDLES FOR CHRISTMAS: the “Bay 

valuable booklets to help you plan a re- page 

warding, well-paid career. The booklets berry Bush.” Six levels of bayberry can 
are FREE! No obligation. Just mail the dles on a 10-inch high spiral of tarnish 
coupon below. You'll receive: (1) 36- : ‘ : 

page “‘How to Succeed’? career guide. proof brass. Decorate with holly—or not 
(2) Career Catalog. (3) Sample I.C.S. 
lesson to demonstrate this famous method. 











CAREERS 


you've a perfect Christmas centerpiece. 
Send $3.95 ppd. From: Candles of the 


| Month Club, Dept. TS, 5134 Mercer 
| 
| 





SECRETARY—GIRL OF THE YEAR 


Here is a factual, informative, 24-page job-hunting 
reprint from TODAY'S SECRETARY that describes 






A P N H np A 
INTERDATIONAL Conn ae Ave. at Purdue. Box 6552. Houston 5, 





briefly the national secretarial employment picture | Dean of Women Box 15206L Scranton 15, Pa. ex. 
ond then tells through case histories what it’s like Please send me three books (1) “How to Succeed,” (2) sample |. C. S. 
to work in 11 different industries and professions. | lesson, (3) opportunity-catalog in subject checked below 1000 Name & 
Especially of interest to the girl who wonders | O HIGH SCHOOL © Good English C Professional Secretary Address Labels $1 
whether she is suited for a particular secretarial job. “prwenend = Guomaee & tush fee, c ere ay hy eel ANY 3 DIFFERENT 
Price—25¢ per copy; $2.00 per dozen a Commercial Art 2 8 ss M sad t Other Sena ES 92 Fi = and 
Send order with remittance to: e address printed on 1000 finest, qual. 
Name with FREE Plastie GIFT BOX. Us: 





them on stationery, books, cards, ¢t« 
1000 only $1. ppd. SPECLAL—SAVE 

J ANY 3 DIFFERENT 
ORDERS $2. Satisfaction quarar 
teed! Handy Labels, 1233 Jaspersor 
Bldg., Culver City 1, California 
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TODAY’S SECRETARY 


Home Address 
330 West 42nd St., New York 36, New York 











City Zone_ State 
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CONTEST 


Continued from page 38 


fluently and rapidly and read more 


quickly. 

The values to be derived from this 
contest practice by students and teachers 
are obvious. Thousands of students are 
entered as school teams each year to com- 
pete for the lovely school trophies, wall 
plaques and other awards. 

Learning to write a fluent, accurate 
style of shorthand doesn’t require much 
time or the experienced aid of a teacher 
if the Gregg Shorthand Corrective Slide 
is used in the practice. But you do need 
practice. 

Begin by writing all the copy once. 
Was your writing smooth and reasonably 
fluent? Are the curves, straight lines, 
hooks and circles correctly written? Did 
you maintain proportion? A fluent, ac- 
curate style that will not be impaired 
under stress of fast dictation will result 
from this practice, and, of course, you'll 
transcribe accurate notes faster. These 
ire some of the tangible benefits. apart 
from the contest prizes offered to con- 
testants. 

Write your best specimen then enter 
it in the contest. Mail your entry by first- 
class mail in time to reach us not later 
than midnight of March 1, 1961, the clos- 
ing date of the contest. The results might 
surprise you... 1 submitted a specimen 
in the OGA Contest forty-two years ago 
that won a prize—and my job! Little did 
| know when I selected a copy from the 
reams of shorthand notes spilled all over 
the floor in the wee hours of the morning 
that my entry would come to the personal 
ittention of Doctor Gregg and that it 
would merit the opportunity to become a 
judge in future OGA contests. 


Another example of success occurred 


before World War II. A young man 
named Colin Miller, then a student in the 
court reporting classes of Gregg College, 
won first place. The story of his success, 
which appeared in this magazine and in 
the newspapers, was noticed by a judge 
in need of a reporter. Colin was given 
the position that experienced reporters 
would have welcomed. It was his accept- 
ance of the challenge of the OGA Con- 
test that made entry into the court re- 
porting field so easy. Ultimately he was 
able to use his knowledge of shorthand as 
a reporter on General Patton’s staff. 

Now it’s your turn. The contest is open 
to every student of Gregg shorthand who 
has never won first place. Competition 
will be keen—but that. after all, is what 
makes it worth while. 





HUMAN 


Continued from page 11 


ances. A card carries no obligation, and 
Lorraine's thoughtful gesture will be 
appreciated. In a large company she 
wouldn't be expected to send a card to 
each employee. She may limit her list 
to immediate co-workers and those she 
knows fairly well in other departments. 

In short, the holiday season is a time 
when friendly impulses hold sway, and 
thoughtfulness is never out of order. The 
important thing is not to be too lavish 
or extravagant since this may embarrass 
others who are less outgoing or less able 
to afford it. 


Junior OGA Test 
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BUSINESS 
SCHOOL 
DIRECTORY 








CALIFORNIA 





CENTRAL CALIFORNIA 
COMMERCIAL COLLEGE 


Serving the Valley Since 1891 
Chartered by the State to 
Confer Degrees in Commerce 


1921 TUOLUMNE ST., FRESNO, CALIFORNIA 
Cc. S$. BOWLBY, PRESIDENT 











MEDICAL-SECRETARIAL ope 
A challenging opportunity \4geay 
eo: 

SCHOOL FOR 


MEDICAL SECRETARIES 


eer by Son Francisco County Medical Society 
2M RSE | Write: Claude S. Yates 





© ACB ‘ REDITEL 144] Van Ness Avenue 
Son Francisco 9, Calif. 








FLORIDA 





‘Miami's Finest Finishing School’ 
ADELPHI HIGH SCHOOL & 
BUSINESS COLLEGE 

“Where Students Are Individuals” 


500-526 N.E. 79 St. Nr. Bisc. Blvd. 
Miami 38, Fla. 





Free Brochure 















wren 


BUSINESS COLLEGE 


Oldest and Largest 
Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 
Accrediting Commission for 





“HONOLULU i 
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Business Schools v 


Ei: ie Miata ti 





ILLINOIS 





CHICAGO COLLEGE OF COMMERCE 





Secretarial—Court Reporting 


Approved by National Shorthand Reporters Ass'n 





~S 27 East Monroe CEntral 6-3312 


Send for FREE Stenograph notes. 














NEW YORK 


MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 





ut 
ul 




















Prestige Or 


Have you ever suspected yourself of 
Frank Lloyd Wrightian 
Whether you know 


now recognized connoisseurs of architec- 


Money ? 


tendencies? 
it or not, women are 
ture. 

Witness the Topay’s 
SecrReETARY for Erwin S$. Wolfson’s Grand 
Central City, 


survey done by 

now renamed the Pan Amer- 

can Building. 
Questionnaires, 


using age and marital 


status as criteria, were circulated nation- 
ally among office staffs ranging from one 


to 5,000 femmes. 

Questions were geared to determining 
just what features of a building attract 
one to work inside it. 


Among the factors 


considered were outer design. interior 
décor, prestige value and location of the 


structure, 
Outstandingly important to job accept- 
ance was transportation convenience. No 
long walks to bus or train. 
Other 
snob appeal is attached to ultramodern 
buildings, 


interesting things discovered: 
which are also considered by 
single women under thirty to have social 
advantages. 

sut the biggest star attraction by popu- 
lar vote is still—you guessed it—money. 
Seventy-five percent of those queried re- 
plied they wouldn't sacrifice salary to 
work in a “prestige building.” 
The location of one’s desk in the office 


was thought to indicate the 


importance 
(or unimportance) of one’s job. 

Major influences were physical assets, 
light- 
ing, office colors, soundproofing and deco- 


such as air conditioning, windows, 


ration. So much so, in fact, that wom- 
en answered unanimously “yes” when 
queried as to whether they were stimu- 
lated to dress more fashionably when 
working in an attractive office. Men, 


looks like you lose—to buildings! 


56 


Last Pe 
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From Around the World. 
came the winners of Remington Rand’s 
*Miss Widely her- 


alded in all the countries where RemRand 


Secretary contest. 


has branch offices, this year’s event at- 
tracted a record number of entrants. 
And no wonder. For instead of the pro- 
verbial pot of gold at the end of her rain- 
bow. each winner found a trip to New 


York. Included 


would outweigh gold with any 


“Sf 


-a number of treats that 


irl. 





A very chic 


the 
overlooking Central Park. 


The best in restaurants, representing al- 


roof for their heads 
Savoy Hilton, 


most every corner of the globe . . . the 


German Luchow’s, the Polynesian Luau, 


the Italian Mama Leone's, the Japanese 


Saito, the very New York-ish Reuben’s, 
to name just a few. Receptions, Broad- 
way shows, shopping, fashion events, 


sight-seeing, plus a two-day jaunt to view 
the nation’s capital. 
cake a 


handsome escorts for two big weekends 


The icing on a mighty fancy 


“on the town.” First, a group of officers 
from the Brooklyn Navy Yard, 
ing and dancing at the Tavern on 
the Stork Club. 
Marines landed—literally- 


with din- 
the 
Next, the 
-having flown 
their jets from Cherry Point, North Caro- 
lina. With them visits to the likes of “21” 
and the 


Green and 


Carlton House. 
And now, to meet the ones who won 


(from left to right in the picture) 





Rosaria Velasco de Rodiriguez from Ar- 
gentina. A secretary for fourteen years at 
Shell Cia. Petroleo S.A.: a 
bride of two months. The only faint cloud 


York horizon—*l! 


Argentina de 
on her New miss my 
husband.” 

Rosaria won out over 8.000 contestants. 
Her chief weapon, an essay on an interest- 
ing office anecdote. 

When asked for her opinion 
York, she 
and only such quote 

Claire 
other bride 


about New 
The 


we ve ever heard! 


said, “It’s so quiet.” first 


Douesnard from Canada. An- 
. this time slightly luckier, for 
to New 


her husband managed to make it 


York for a long weekend. 


A dark-eyed charmer, Claire works for 
Howard Smith Paper Mills. Ltd. speaks 
French and English with equal ease, likes 


musi 
NSA. 
rf Advi e to a 


and painting and is a member of 


Boosting her to the top. a theme, 


Secretary-Student”—plus 
the necessary typing. shorthand and _ per- 
sonality requirements. 

Eile Strino, all the way from Pisa, Italy. 
A tall, 


for “leaning.” she 


stately citizen from a town noted 


works in the Informa- 
tion Office of U.S. he 


no. Her 


‘adquarters in Liver- 


English is almost flawless and 
she can make 
French, 


Hoor this girl is a 
Once 


in German and 
And on the 


whiz. 


her way 


need be. dance 


again a theme was an important 


asset for a winner. That plus psychologi- 


an inter- 


cal tests and a lengthy interview. 


was chosen because she showed 
esting personality, self-confidence and 
good cultural background. 

Julia Hanson from England is a tall 
girl with the roses-and-cream complexion 
She works for 


British Waterways, loves swimming, thea- 


native to the British Isles. 


tre-going, Beethoven and jazz. 
Preliminary tests on office procedures 


and general knowledge were the first hur- 


dles for Julia to get over. More tests, a 
final interview with the seven judges and 


she emerged “Miss Secretary of Great 
Britain.” 

Ester 
Colombia had an extra thrill on her prize 
tour. She planed into Idlewild Airport on 


And she 


and her co-winners attended a reception 


Maria Arango de Salinas of 
eS 


Avianca’s jet inaugural flight. 


and dinner in honor of Colombia at the 
Overseas Press Club. 

Maria works for the Sociedad de Agri- 
cultores de Colombia. “The 


won 


Her essay on 
of Women in the Office” 
her a place in the semi-finals. 


Influence 
Then she 
was selected by a panel of judges for her 
personality, intelligence and especially 
for her naturalness. 

All in all. a talented, attractive 
of “Miss Secretaries.” 


group 
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This is how easily you 
clean typewriter keys 
with new "SCOTCH" BRAND 
Typewriter Cleaner: 


Just roll this clean dry 
sheet, pink side up, into your 
typewriter. Set machine 

for stencil, strike each key 
until it's clean. No messy 
liquids to stain or spatter; 
no putty under fingernails. 
Job's done in a jiffy-- 
gives letters that crisp 
"professional" look. 





Costs less than 5¢ per 
cleaning, cuts expensive 
maintenance calls. Cleans type 
on other office machines, 

too. Try "SCOTCH" BRAND 
Typewriter Cleaner now -- 
your office supplier has it! 
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-- WHERE RESEARCH IS THE KEY TO TOMORROW 
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thanks to her REMINGTON® Electric Typewriter 


And no wonder—electricity does the work— 
helps today’s smart women of letters turn out 
such truly beautiful work in so little time, 
with so little effort and so pleasing to the boss. 


7 Fland 


DIVISION OF SPERRY RAND CORPORATION 








